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1. The overall rule is that pupils should look smart.

2. Clothing should be plain, in neutral colours and logo free.

3. Clothing needs to be modest.
4. Clothing needs to be appropriate for school.
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Introduction

The Christian School (Takeley) was founded by a group of parents and friends in
1989 to provide a Christian education, fostering Christian faith and values.
Regular prayers, Bible reading and singing are an important part of the daily
routine and it is intended that Christian ideas be emphasised throughout the
curriculum and in the quality of relationships within the school.

There is an emphasis on each pupil achieving his or her full potential, and
academic excellence is promoted. Pupils are encouraged in what is valuable in
art, literature, music and science, although staff and parents are aware of the
danger of uncritical acceptance of many aspects of secular culture. Our pupils
are prepared for GCSE and other examinations, which we hope they will take in
their stride. Some members of staff are paid for their work; many more are
volunteers. Likewise, the school building was renovated, and continues to be
maintained, by volunteers.



Information

The Christian School (Takeley)
DCFS No. 881/6041

The Christian School (Takeley)
Dunmow Road

Brewers End

Bishops Stortford

Herts

CM22 6QH

Telephone: (01279) 871182

Email: office@takeley-christian.essex.sch.uk

Web: www.tcst.org.uk and www.takeley-christian.essex.sch.uk

The Christian School (Takeley) is a charitable trust No. 803795

The Lead Trustee is

Mr David King

Phone Sovereign Medical on 01279 507747
e-mail: david@sovereignmedical.co.uk

Head Teacher
Mr M Emlyn Humphries
Head of Upper School
Mrs Susan F Humphries
Admissions and Trustee
Mrs Fiona Howarth
admissions@ tcst.org.uk
Finance Manager and Trustee
Mr David King
Assisted by Pat Mulholland and Jane Hicks
accounts@tcst.org.uk
Trustee with responsibility for Complaints
Mr David King

Trustee with responsibility for Health and Safety and School Maintenance

Mr lan Chapman

First Aid

The Appointed Persons are Jane Hicks and Jenny Diesel but other staff are



trained in First Aid and have Certificates and there are always at least 4 on site.

Trust Objectives

The advancement of the Christian religion and the advancement of education by
such means as the Trustees shall consider necessary.

Aims of the School

Everything that is done in the school shall be to the end that children are taught

e To follow Christ and to live by His Spirit.
e To develop lively, inquiring minds, the ability to reason and to apply
oneself to tasks and physical skills.

The school undertakes through the courses it offers

e To enable the pupils to acquire knowledge, concepts, skills and wisdom for
adult life and employment in the world.

e To enable the pupils to use language and number effectively.

e To foster respect, toleration and humility towards all people, recognising
individuals, groups and nations.

e To encourage understanding of the world in which we live and the
interdependence of individuals, groups and nations.

Our Perspective on the World

We aim to enable our children to find their place in a meaningful world, where
the biblical truth of the Creation, the Fall and Redemption, shapes our
understanding of ourselves and our world.

The school has no statement of faith.

Ethos and Values

The ethos of the Christian School (Takeley) is our motivation to work together
to extend the Kingdom of God on the Earth. This motivation is inspired by the

message, life and example of Jesus through whom God’s unconditional love for
all people is expressed.

The ethos of the Christian School is derived from this motivation, which is

worked out in our relationships, the way we work together and the way we
behave. The way we serve each other and live is how we demonstrate our
ethos.

Our faith in Jesus Christ compels us to serve others, putting their needs first.
This love flows from our Christian relationship with God. When we work
together in the Christian School (Takeley), it is this relationship that directs and
influences relationships with others, the students and their families.

So, the love of Christ, which is worked out in the Christian School (Takeley)
through building these relationships, is the same love with which the courses
and activities of the school are developed and delivered to the students.



The values of the Christian School (Takeley) are shaped by its ethos.

They are
o Integrity
e Charity

e Truthfulness and Honesty

Staff
Name S Hr Qualifications Area of Responsibility
e S
X
Teaching Staff
M Emlyn M FT Bsc Hons Mathematics Head Teacher
Humphries PGCE KS2 Teacher
KS3 Mathematics
Teacher KS3/4
Geography
Jennifer F FT Teacher Greystone KS1 and Nursery
Diesel Nursery school and Teacher
Head teacher Northside
Nursery School, Harare
Zimbabwe
Nursery School
Association of Zimbabwe
London Montessori
Centre qualification
Susan F F PT Bsc Hons Mathematics Head of Upper School
Humphries PGCE
KS3/4 Mathematics
Teacher
KS4 AS Maths Teacher
Examinations Officer
Head of PHSE and
Careers
David M PT KS4 Science Teacher
Earnshaw
Amanda F PT PGCE KS1/2/3/4 French
Watts Degree (Hons) Teacher
Languages KS2/3/4 Spanish

and Linguistics.

Teacher
KS3 History




Susan Ash FT BA (Hons) Primary KS2 Teacher
Teaching with QTS
Course 1% year only
Suzi Brown BA Hons Theology and KS3/4 RE
Pastoral Studies KS3 PHSE
KS3/4 Drama
KS4 Media Studies
Linda Morris PT Teaching Cert KS3 Art and Design
Ad. Dip. Ed. (Special
Needs)
Philip Morris PT BA (Hons) Computing KS3/KS4 ICT
BA (Mast)
Rebecca PT BA (Hons) |English KS3/4 English
Russell Literature KS3/4 History
Oxford Open Learning
Coordinator
Bethany PT BACantab (Hons) KS3/4 Science Teacher
Richard Science Music
KS2 LSA
Fiona PT HND London College KS3/4 Art and Design
Howarth Fashion Teacher
Michelle King PT KS2 Music Teacher
Jo Chapman PT KS3/4 Lifeskills
Learning
Assistants
Sheenagh Ash PT
Cathryn Fyfe PT
Other Staff
Aileen Lewis PT KS2 Cooking
Office Staff
Jane Hicks PT Office staff
Ankie PT Book Keeping
Saunders
Maddy Davies PT
Trustees
David King

lan Chapman




Fiona
Howarth




Educational Performance

Year Pupils taking at Pupils % of GCSE Pupils
least 1 GCSE attaining 5 grades at studyin
grades at A* g
A*-C by AS/A2
Year 11
Y9 Y10 Y11
2001/2002 1 N/7A 1
2002/2003 3 1 100% 1
2003/2004 2 4 75% 1
2004/2005 1 3 3 66% 44% 1
2005/2006 3 7 100% 29% 1
2006/2007 4 6 100% 51% 4
2007/2008 1 5 100% 55% 3

In 2008 5 pupils sat GCSE
100% of our pupils attained 5 A* to C including Maths, English and Science

55% of the grades were A to A* and 97% of the grades above C.




Policy Statements relating to the School’s Ethos

Healthy School Policy

It is the belief of the school that physical and emotional health has
an impact on educational progress and attainment. The school
aims to be a healthy setting for living, learning and working. It
aims to support the physical and emotional health of the whole
school community and create an environment that is conducive to
learning. It is committed to on-going improvement and
development.

As an outworking of this belief the school promotes the following
key objectives.

1. To create a shared vision of the healthy school which is reflected
in the aims, policies and management of the school.

2. To enable members of the school community, including pupils, to
become actively involved in the development of the healthy
school.

3. To establish a school climate in which individuals are valued and
positive relationships flourish.

4. To provide a safe, secure and stimulating physical environment
which promotes the health of all members of the school
community.



Sex and Relationships Education at The Christian School
(Takeley)

Policy Statements

It is the policy of the school that;

e The primary responsibility for sex education rests with the parents and is
best taught within the context of the family

¢ When sex is spoken about it should be with reverence and purity

e When issues of confidentiality arise parents and students must understand
that these will be referred back to the home

e The school will seek to involve pastoral ministries of the church where
necessary but only with the consent of the parents

e Apart from the biological aspects of sex education detailed in the national
curriculum, sex education does not form part of the curriculum at KS1 and
2

e At KS1 and 2 issues to do with relationships are taught through the PSHE
curriculum

e At KS3 and 4 the biological aspects of sex education are taught through
Science lessons as detailed in the national curriculum

e Sex education at KS 3 and 4 may be taught as part of the tutorial
programme or maybe supported in the home

¢ Relationships education at KS3 and 4 will be taught through the tutorial
programme

e This policy and all teaching materials are available for inspection on the
web site and at the school

The values the school would seek to promote in relation to sexuality are
expressed through the following statement

Statement On Sexuality

We affirm that human sexuality is a joyful gift of the Creator God. Sexual intercourse is a celebration
of intimacy as well as procreation, intended to be enjoyed between one man and one woman in
lifelong commitment, in the context of publicly recognized marriage.

We therefore recognize that consent to sexual intercourse is limited in God's purposes, not according
to age alone, but according to married status.

We affirm that single people are called to celibacy outside marriage and that human fulfillment in the
single state can be attained without finding expression in sexual intercourse,

We encourage everyone, including married partners, to exercise such self-control that their sexuality
is not coercive or oppressive but an expression of gentleness and kindness,

We acknowledge that the Bible condemns as sin all our selfish failures to reflect its God-given norms.
We believe, however, the same Bible demonstrates Jesus' readiness to forgive and accept those who
repent of sexual sins as well as sins of greed, exploitation or injustice.

We remain unconvinced by secular attempts to explain the origins of individual homosexual
orientation. On our part we recognise the vital distinction the Bible makes between the experience of
temptation and the consent of sin. We consider that homosexual practice, male or female, is always
and everywhere against the created order and God's law.

We attest that God's renewing power and love have enabled many to experience a transformation
from their former sexual condition and find fulfillment in heterosexual marriage. Others have found, in



caring Christian relationships, the opportunity to give and receive forgiveness bringing them fulfillment
whilst remaining celibate. Those who are single and committed to chastity, whatever their sexual
orientations, are just as welcome in the fellowship of our churches as their married brothers and
sisters.

We call on Christian men and women, together with all others who are
committed to the renewal of marriage and family life, to reaffirm their belief in
such values as the normal, natural and positive context for sexual expression in
our world.

Biblical Background

Human sexuality

Image: God made man and woman in His own image (Genesis 1:27)

Complementarity: Human beings come in two delightfully different kinds for companionship (Genesis
2:18-23).

Marriage: God's framework for man/woman 'togetherness' - physical union seals and cements
lifelong covenant (Genesis 2:24; Matthew 19:4-6).

Children: The 'one flesh' union normally leads to children (Genesis 1:27-28)

Celibacy: marriage is to be honoured but it is not the only pattern for Christian life. Singleness is also
pleasing to the Lord, and can be a preferable situation (1 Corinthians 7 ). The life of Jesus Christ
Himself has sanctified the unmarried state.

Symbols: marriage, fatherhood, motherhood and family all reflect the divine nature. For example -
Hosea 2, Mark 2 :19, Ephesians 5: 21-33, Revelation 21 :1-2,9 (marriage), Hosea 11 :1-3, Romans
8:15- 17, Ephesians 3:15 (fatherhood), Isaiah 49:15 (motherhood), Hebrews 2:11 - 12
(brotherhood).

Raymond Johnston, late Director of CARE Campaigns

Operational Policy

Before a series of sex and relationship education sessions are taught at KS3
ansd 4 parents will be invited in to spend an evening reviewing the materials to
be used and discussing the methods of teaching. It might be the case that in
some years the consensus will be that it is not necessary to deliver lessons at
the school.

These sessions will be open to all parents and provide a forum to support what
is being taught in the home through discussion and the sharing of appropriate
materials.

If as a result of these meetings a parent wishes to withdraw their child from
lessons then they may do so, but it is hoped that a consensus will be arrived at
and the primary role of the parents in this will be supported.



Disability Discrimination Act (DDA) and The Christian
School (Takeley)

It is the aim of the school to make reasonable adjustments to meet the
statutory requirements of the DDA.

The School’s aim in making reasonable adjustments will be that disabled pupils
admitted to the school are participating fully in school life:

In the classroom
In the ‘school curriculum’
At breaks, lunchtime and beyond the school day
And intends that:
Disabled pupils feel part of the life of the school
Disabled pupils are included by their peers in all parts of school life
Parents feel their disabled child is part of the life of the school
Staff feel confident working with disabled pupils
In order to do this the school will make adjustments that:
Act to prevent disabled pupils being placed at a substantial disadvantage
Are aimed at all disabled pupils
Are anticipatory

When deciding if a reasonable adjustment is necessary to avoid placing disabled
pupils at a substantial disadvantage, the school will consider the potential
impact on disabled pupils in terms of:

Time and effort
Inconvenience
Indignity or discomfort
Loss of opportunity
Diminished progress

The school will plan to make reasonable adjustments for disabled pupils at
different levels of school life:

For the individual disabled pupil
In its practices and procedures
In its policies

It is understood that to make reasonable adjustments the school will need to:
Plan ahead
Identify potential barriers
Work collaboratively with disabled pupils, their parents and others
Identify practical solutions through a problem solving approach
Ensure that staff have the necessary skills
Monitor the effects of adjustments on a pupil's progress

The Schools will seek to include in evaluating reasonable adjustments:
The Trustees
The Head teacher



The SENCO

Teachers and all other staff
The Parents

The Child

In deciding what is reasonable the Code of practice says that some of the
following factors might be taken into account when considering what is
reasonable:

how effective any steps would be in overcoming the difficulty that
disabled people face in accessing the services

how practicable it would be for the service provider to take these steps
how disruptive taking the steps would be

the financial and other costs of making the adjustment

the extent of the service provider’s financial and other resources

the amount of any resources already spent on making adjustments
the availability of financial or other assistance.

The school will be guided by this.

# " 777 # , vV 7#Y # % h+ # 8 . b

Disability Discrimination Act 1995 Part 4 Code of Practice for Schools Appendix
1 details the meaning of disability.

The school will consult this document for guidance.

The general approach to be taken by the School, when considering the Disability
Discrimination Act and its interaction with other legislation and duties, is
detailed in the code of practice and endorsed by the school.

# "6 777 , ! + 74 9: 2 I
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With respect to the Data Protection Act 1998 the school will:

ask permission to pass on information necessary for making reasonable
adjustments;

alert pupils and parents to the use that will be made of information when
asking them to disclose disability on application, enrolment or
examination forms;

ensure appropriate procedures are in place to keep sensitive and other
personal information confidential.

Should a request for confidentiality under the Disability Discrimination
Act be made, information may not, from that point, be passed on for the
purposes of making reasonable adjustments.

With respect to the Health and Safety at Work Act 1974 and related regulations
the school will undertake a risk assessment to set out any risks to staff and
others, including pupils and users of services, and what control measures will be
taken to reduce those risks. Control measures to reduce risk may include:

procedures for lifting pupils and equipment



guidance on visits to pupils in their homes
appropriate training and guidance for staff

keeping passageways and means of access and egress clear and hazard-
free

minimising the risk posed by any machinery or hazardous substances
(including any stored medicines)

procedures for the safe disposal of waste and safe practices in first aid

adequate procedures for monitoring and auditing to ensure that health
and safety practices are operating properly.

provision of personal or intimate care.

The risk assessment process carried out to comply with health and safety
legislation may provide an opportunity to consider adjustments required by the
Disability Discrimination Act.

With respect to the Fire Precautions Act 1971 and related regulations, the
school will ensure adequate warning in the case of fire and the safe egress of
people from buildings to a place of safety in the case of a fire. The School does
not have to make physical alterations or provide auxiliary aids under Part 4 of
the Disability Discrimination Act. However, where possible the school will make
provision for disabled people through changes to policies, practices and
procedures to ensure that fire regulations are not breached.



The School DDA Plan

1)

2)

3)

4)

5)

6)

7)

8)

9)

Views are to be collected annually from pupils, parents and staff by a Parent
Advocate, to inform a school vision for disabled pupils and their parents. The
School vision will be updated accordingly and presented to the AGM of the
Christian School (Takeley) Trust by the Parent Advocate.

Data is to be collected through normal data gathering processes about the
disabilities of pupils and staff at the school and of potential pupils and staff so
that the trustees are fully informed of the school’s position.

A risk assessment will be carried out for each pupil with a disability by the
SENCO and where there are problems the school body will be made aware of
the need for solutions and action plans drawn up to include the trustees, the
Headteacher, the staff and the pupils.

A record of support networks, specialist advisory support, different sections
of the local authority, other agencies, local and national voluntary
organizations will be kept and updated regularly by the SENCO and the
Parent Advocate.

The School DDA plan needs everyone to take the lead in respect of
accessibility within their area of responsibility; access to the curriculum is in
the hands of the teachers; access to the pastoral life of the school is in the
hands of those with pastoral responsibilities; and responsibility for overseeing
the plan rests with the Headteacher, SENCO and Parent Advocate reporting
to the governing body.

THE Headteacher and SENCO will work towards effective use of learning
support to be measured against the School’s DDA aims and actively seek
training opportunities relative to assessed need

The School will look at the School Environment with respect to each disabled
pupil and their needs and views and those of their parents will be collated
and consulted when opportunities for improvements or alterations are
considered.

The School will seek to share good practice with The Christian School’s Trust
and professional bodies and healthcare organisations as they become
apparent.

The School will include access considerations;

a) Where curriculum development is planned

b) where building works are planned

c) when ordering books, equipment or materials

10) The outcomes of this process are to be presented as an annual report on

Improved Disability Access prepared by the Headteacher in consultation with
the SENCO and the Parent Advocate which should detail improved outcomes
for disabled pupils at the school and areas for further improvements.

Provision for Special Educational Needs and pupils whose
first language is not English

Summary

The school aims to be an inclusive establishment within the bounds of a
balanced class environment and the facilities on the site. If a child has a



‘statement of educational need’, the school will fulfil the terms of the statement
and will seek to follow best practice.

Please note that the financial responsibility for this will rest with the family.

The Head Teacher has overall responsibility for Special Educational Needs and
will delegate particular tasks to members of staff or suitably competent parent
volunteers depending on the individual needs of the child.

Defining ‘Special Educational Needs’

Children have special educational needs (SEN) if they have a learning difficulty
which calls for special educational provision to be made for them.

Children have a learning difficulty if they:

() have a significantly greater difficulty in learning than the
majority of children of the same age; or

(b) have a disability which prevents them or hinders them from
making use of educational facilities of a kind generally provided
for children of the same age in school

(©) fall within the definition at (a) or (b) above or would so do if
special educational provision was not made for them.

Special educational provision means provision which is additional to or
otherwise different from that made generally for children of their age.

Adapted from SEN Code of Practice.

Transferring between schools

Transfer of SEN children between schools must be carefully planned especially
between Key Stages. Transfers cannot be made under certain circumstances,
for example, within a year of a Statement of SEN being made. Judgements will
be made by the LEA on the basis of educational suitability as stated
below.(9:40)

The role of the Local Education Authority (LEA)

Part of the role of the Local Education Authority (LEA) is to ensure that needs
are matched by provision. LEAs should work with schools to evaluate the
effectiveness of their school funding arrangements in supporting and raising the
achievement of children with SEN.

Children with SEN but no official ‘statement’.

The LEA will support pupils with SEN but no statement, through School Action
and School Action Plus. They are able to support maintained schools financially
from centrally held funds but not this school. All provision has to be made from
within the school budget.

School Action is where a class teacher identifies a child with SEN and provides
interventions that are additional to or different from those provided as part of



the school’s usual differentiated curriculum offer and strategies. An Individual
Education Plan (IEP) will usually be prepared. These must be made available to
the school.

School Action Plus comes into play when during a review of the IEP it is decided
to involve an outside agency. All agencies involved must be made known to the
school.

Where school action plus has failed over a reasonable period of time and
alternative strategies have failed, the school must make an application for a
statutory assessment to the LEA which the LEA must do. It is the statutory right
of the school to do so. Parents may also make this request. From this
assessment a Statement of SEN may be made.

The ‘Statement of Special Educational Needs’
The statement must specify

(a) any appropriate facilities and equipment, staffing arrangements and
curriculum

(b) any appropriate modifications to the application of the National Curriculum

(c) any appropriate exclusions from the application of the National Curriculum,
in detail, and the provision which it is proposed to substitute for any such
exclusions in order to maintain a balanced and broadly based curriculum;
and

(d) where residential accommodation is appropriate, that fact.

The statement must be specific in terms of hours of intervention needed.

The Christian School and statutory responsibility

Non-maintained schools do not have a statutory duty towards pupils with SEN.
However, the Christian school does have a clear policy towards pupils with SEN
and operates the code of practice on ‘School Action’ and up to ‘School Action
Plus’.

Pupils with SEN but without statements, will be treated as fairly as all other
applicants for admission. They will not be refused on the basis of their SEN.

Children with SEN and an official ‘statement’

For children with statements or in the process of obtaining one, the school is not
normally able to accept these children unless it can be shown that the following
is true;

(8:97) Parents may choose to place a child with a statement in an
independent school... at their own expense...the LEA must be
satisfied that the school is able to make special education
provision for the child that meets their special educational needs
before they are relieved of their duty to arrange provision in an
appropriate school... Parents should not be treated as having
made suitable arrangements if the arrangements do not include a
realistic possibility of funding those arrangements for a
reasonable period of time. The LEA are, ..., still under a duty to
maintain the child’s statement and to review it annually, following
the procedures set out...

If the LEA were not funding the statement, the school would have to be sure
that the parents or other external body funded the extra provision stated and
that there would be a long-term commitment to this funding. The LEA would
have to be satisfied that the SEN provision were sufficient to meet the needs of
the child and that they would have full access to the relevant parts of the



National Curriculum.

If a child is accepted on School Action or School Action Plus and it subsequently
becomes evident that a statement is necessary, then the school will endeavour
to meet the needs of the child. However it may not be able to efficiently do so
or bear the additional expense. This will be a decision made between the school
and the parents and eventually the LEA. It should be noted that we do not know
what this means in practice but the school would always seek to act in the best
interests of the family and the school.

The LEA and independent schools

A non-maintained provider may be named on a statement (Section 27 of the
Education Act 1996) unless the LEA find the provider to be unsuitable (Section 9
of the Education Act 1996). The LEA must have regard to the parents’ wishes,
so far that it is “compatible with the efficient instruction and training of the child
and the avoidance of unreasonable public expenditure.” (8:60)

The LEA is bound to place a student in a named maintained school but “ should
consider very carefully a preference stated by parents for... (an) independent
school.”(8:65). Parents are able to nominate a preferred maintained school if
they fail to prove the case that the statement should be funded in a non-
mainstream setting, fund the provision themselves or provide what is needed
otherwise than at school to the satisfaction of the LEA.

The LEA and reviews

It is the LEA’s duty to ensure that a statement is maintained and review it
annually even if parents’ choose to educate their child otherwise than at school
(8:95) or educate a child at their own expense.

It is the LEA that decides if a statement is to cease.



Curriculum Standards

Teaching Standards

The teaching of the above shall;

enable pupils to acquire new knowledge, increase understanding and
develop their skills in the subjects taught;

encourage pupils to apply intellectual, physical or creative effort, to show
interest in their work, and to think and learn for themselves.

Teachers shall;

ensure that lessons are well planned, effective teaching methods and
suitable activities are used and class time is managed wisely;

show a good understanding of the prior attainments, aptitudes and needs
of the pupils and that the lessons are planned accordingly;

demonstrate a thorough knowledge and understanding of the subject
matter being taught;

utilise classroom resources of an adequate quality, quantity and range
effectively;

encourage pupils to behave responsibly.

The school and the teachers shall

ensure a framework is in place to assess pupils’ work regularly and
thoroughly and use information from such assessment to plan teaching so
that pupils can progress.

An annual written report of the progress of each registered child and his
attainment in the main subject areas taught will be provided to the parents by
the school.



Curriculum

Purpose

From the point of view of Christian parents, parents who know Jesus as their
saviour and are living in the fear of the LORD, it is

to communicate the love of God

to acknowledge God in all that is done so that he might show the way
(Proverbs 3:5 to 6)

to pass on to the next generation the wisdom they have learned (Deut 6:
6 to 9)

to bring others into this heritage
And for all parents it is
to enable children to fulfil their potential in all aspects of their schooling

achieve excellence in the spiritual, moral, social and cultural development
of children

The school is part of this task and aims to do this through a Christ centred
curriculum.

Such a curriculum is characterised as aiming to be excellent and glorifying to
God, to lead children into the wisdom and discipleship of Christ and to pass on
to the next generation the truths learned by those who know Jesus.

Truths are to be found through a relationship with Jesus, in studying the
Christian bible, in the lives of heroes of the cross and in the lives of those
around us who share our faith and in studying the creation.

Jesus says, “l am the Way, the Truth and the Life.” (John 14:6) and this is the
shared faith of the teachers.

In our curriculum preparation and lesson plans we are to set our plans before
the LORD and work to his glory, allowing the Spirit to inform our ways.

Principles

The following principles apply in curriculum development:

The teacher is encouraged to be rested and to know the peace of living in
the Kingdom of God; having fellowship, praying and studying and taking
regular time out to rest and reflect

The teacher is encouraged to trust that out of their relationship with God
they will communicate his truth and in acknowledging him he will fulfil his
promise to direct their paths

The teacher is to prepare their lessons thoroughly according to standards
outlined below

The teacher is encouraged to pray and consider the truths about God they
might communicate through their lessons

The teacher is to evaluate the effectiveness of their lessons against their
lesson objectives and the truths about God they discerned and consider
what else was imparted in to the lives of the children in terms of
knowledge of God.



The work of the school is to educate the children through its ethos and values
and its curriculum. We need to acknowledge God in all we do and prayerfully
minister the Way, the Truth and the Life that is Jesus.

Standards

Written policies on the curriculum are available.

It is intended that the curriculum should include;

subject matter appropriate for the ages and aptitudes of pupils including
those pupils with special educational needs;

a strategy that enables pupils to acquire skills in speaking and listening,
literacy and numeracy skills;

the opportunity for all pupils to make progress;

The school aims to integrate Personal learning and thinking skills (PLTS) into
the curriculum.

PLTS are:

team working
independent enquiry
self-management
reflective learning
effective participation
creative thinking

It is intended that the curriculum should emphasise the spiritual, moral, social
and cultural development of pupils through standards which

enable pupils to develop their self-knowledge, self-esteem and self-
confidence;

enable pupils to distinguish right from wrong and deter them from criminal
activity;

encourage pupils to accept responsibility for their behaviour, show
initiative and understand how they can contribute to community life;
provide pupils with a broad general knowledge of public institutions and
services;

provide pupils with a broad understanding of the diverse way of life in our
land.

The Every Child Matters (ECM) green paper identified the five outcomes that are
most important to children and young people:

Be healthy

Stay safe

Enjoy and achieve

Make a positive contribution
Achieve economic well-being

The school endorses these outcomes and collects evidence of how these
outcomes are achieved through the curriculum and celebrates them through a
notice board in the kitchen area of the school.



It is intended that the curriculum should assist pupils to acquire a critical
understanding of their own cultures and other cultures in a way that promotes
harmony between people within the faith framework that Jesus is the only Way
to the Father.

Curriculum Documents
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Admissions policy and procedure

e Parents obtain a prospectus via the school office or school website.
e Parents contact the school and arrange to visit. They are shown round by
a member of staff.
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e Both parties may withdraw from the admissions procedure at any stage

¢ We do not like to see parents disappointed, but it must be understood that
the Trustees’ decision is final. No explanations will be given and there is
no appeals process.

A place at the school will only be offered if the school is able to meet the
educational needs of the child. This provision is reviewed annually for each
child and at each transition between Key Stages. Transition between Key
stages is not automatic.

All new admissions will be made for an initial agreed provisional period of up
to 6 months when the school or the parents have the option to withdraw
from the agreement. The school may do this if there are clear breaches of
the ethos and values of the school and/or fees are not being paid. The terms
of this agreement will be confirmed by an offer letter, and upon receipt of the
admissions acceptance form and deposit of one month’s fees.

The admission procedure is formally completed at the end of the provisional
period. This will be acknowledged by letter.






Home Educators and Flexible-Time Educators

The school is happy to work with Home Educators and pupils with outside school
specialisms and to allow a measure of Home Education or out of school tuition
and training from time to time when parents feel it appropriate. This is a feature
of the school and reflects its ethos, values and aims.

The procedure for negotiating these agreements is that

1. Parents consider and present what they want to do.

2. Teachers assess the effect this will have on the delivery of courses in the
school and the pupils learning of the work being delivered at school.

3. If the Head Teacher is satisfied that the school is able to endorse what is
proposed and is happy that the students will be adequately supervised
then the Trustees will be presented with the plan and a Home School
Agreement will be drawn up detailing responsibilities

4. Parents have to agree in writing to this plan.

5. If activities involve being away from home and will mean an absence from
agreed school activities then approval will be needed for this. Parents need
to follow normal procedures. Pupils will be marked as having School
Approved Leave and marked as absent.

6. Any pupil attending the school, even under this agreement is included on
the school Admissions Register and entered as being so in our annual
returns to the DCSF. Responsibility for informing the LEA of this
arrangement rests with the parents.

All agreements will be reviewed on an agreed timescale and at the end of each
Key Stage.



The school attendance register

The school attendance register is taken twice a day;
8-45am — 9-10am (to cover the morning session)
1-00pm — 3-00pm

The following codes are used
Where present
An oblique line
Where late
An oblique line with a small L written above the mark.
For Authorised Absences
B: educated off-site
C: other authorised circumstance
H: agreed family holiday
I: illness
J: interview
M: medical appointment
P: approved sporting activity
S: study leave
V: educational visit or trip
W: work experience

Lateness is monitored and after three such occurrences parents are informed.
The total numbers of incidents of lateness in a year are reported at KS3 and 4.

Reasons for absence are documented and kept with the current register.

All school-approved absences are noted and filed for each pupil and in a central
file.

Authorised absence

Parents agree on admitting the children to school that they will send the
children to school at the times specified and on the published days.

Under certain circumstances the School may approve Leave of Absence for up
to 2 weeks in any one school year. This needs to be applied for in advance and
approved by the head teacher verbally and in writing from two Trustees. Failure
to do this will be considered a breach of trust and the position of the school in
regard to the education of the child will be immediately reviewed and a formal
meeting called between parents and trustees.

It is not expected that there will be any unauthorised absences. Parents need to
be aware that it is up to the teacher to accept the reasons given for absence
and if there is any doubt with regard to the welfare of the child or actual
reasons for the absence then, again, immediate action will be taken. The future
of the pupil at the school will be discussed. Frequent and regular absences will
be monitored and reports made to the Trustees for their review.



The school makes a termly submission to the Essex Educational Welfare Office
and, where a child is absent for more than a fortnight, the Welfare Officer is
informed immediately.

Promoting good behaviour and work practices

Expectations

The school community can expect the ethos and values of the school to be
upheld and pupils and parents can expect the school to fulfil its stated
obligations towards the education of the pupils.

Parents are expected to send children to school

o Dressed appropriately and tidily
¢ With the correct equipment and Physical Education kit
¢ Having completed set Homework tasks

Pupils are also expected to take an increasing responsibility for the above
though ultimate responsibility rests with the parents.

Parents are also expected to foster a good attitude towards the discipline of the
school and its expectations and sanctions. Any problems can be addressed
through the Trustees and Head Teacher in monthly Trustees meetings and by
the pupils through the regular School Council meetings.

Pupils can expect
e The school environment to be orderly and safe
e Lessons to be well prepared and suitable to their needs
e To be able to work in lessons unhindered and undisturbed
e To have their work assessed and commented on regularly and effectively
e To have their progress reviewed and strategies to improve explored

Teachers can expect

e The support and encouragement of the school community
Lessons to be orderly and disciplined
Lessons to be completed satisfactorily
Notes and tasks to be kept in an orderly and appropriate way
Homework tasks to be

o Neat

o Complete

o On time

0 Checked by pupils and parents

The school community is expected to
e Move around the school safely and quietly
e To take responsibility for the neatness and tidiness of the school
e To ensure the welfare and safety of everyone



Sanctions and disciplines

Junior School:

Bad behaviour or poor work will be corrected firmly but quietly at the time and
the correction should include

e An apology

e An underlining of the principle offended against
e A sanction if this is appropriate

e A determination to do better

Minor behavioural problems in the class are dealt with by putting the child in a
separate but safe place for a short time.

More major problems are recorded in the behaviour book

For children with particular needs we can set up a daily home/school report
book for noting any incidents or opportunities for praise.

Senior School:

We expect a high standard of behaviour, trustworthiness and effort in school
from all our pupils.

In the senior school we aim to create plenty of opportunities for praise as well
as having in place clearly stated expectations and sanctions.

We have separated out “school rules” from “school codes”.

The codes set out what most people would expect in a school — attentive
behaviour, good standards of work, punctuality, bringing equipment to lessons.

The rules lay down some particular requirements we have chosen to implement
in our school.

Where pupils break the codes through poor behaviour, inattentiveness, low
standards of work, arriving late at lessons, coming without all their equipment
then this will be noted on the teacher’s weekly record sheet.

Where pupils achieve high standards, give particular effort to a task or show
commendable attitudes such as kindness and helpfulness to others then these
are also noted on the sheets and a commendation form will be presented to
them in assembly to acknowledge this.

Teachers also note a weekly effort grade on their record sheets.

These weekly records are centrally collated so that we gain an overall picture of
how a pupil is doing. Any problems can be picked up early and strategies can be
put into place. Our first sanction is to put the pupil on school report. This means
that they have a report which they take to each lesson. At the end of the
lesson the teacher records the standard of their work / their attitude / whether
they have come with all their books and equipment. This will continue until we



are happy that the child’s behaviour is back to a satisfactory standard.

Each term a summary of the record sheet will go home to parents so that they
are kept informed about how well their child is doing in terms of punctuality,
effort, attitude in class.

Where a child flagrantly breaks a school rule or displays a poor attitude to
correction then they will be required to attend an interview with the
headteacher. This will be noted in the discipline book.

Where a pupil does not give in homework as required they will stay in for an
afternoon break detention that day.

If we feel that the discipline system is not addressing the problems for a
particular pupil then parents will be asked to come into school to discuss how
best the school in partnership with the parents can deal with the situation.

If all else fails parents will be called to a meeting with trustees and senior staff
to discuss the future of their child at the school,

SCHOOL RULES:

1. Arrive in school in the correct uniform. No makeup is to be worn.

2. a) Do not use mp3 players, game boys etc in school.

b) Turn off your mobile phone. If you wish to make a call, ask to use the
office phone. Do not use your mobile.

3. Do not run or shout inside the school building. Do not mess about in any area
inside.

4. At break times go quickly to the correct area to eat your break or the correct
area to play:

break must be eaten outside, in the junior classroom or in the kitchen and
not in

any other area.

juniors should play in the playground. Groups of three may go onto the
allotment if they have asked permission.

Y7 and Y8 may go in the playground or on the stage area

Y9 to Y11 may go in the playground, in the graveyard area or to the
workshop

5. Only seniors may go next door to fetch a ball. They must ask permission first.

Juniors may go into the playground to fetch a ball only if they have asked
permission.



6. No leather balls are to be used during break times.

7. No chewing gum is to be brought into school at any time. No sweets and
chocolate in school except for special reasons such as birthdays / end of term.

8. If you have a study time go to the correct area and study on the subject you
have been instructed to.

9. Seniors must not play in the playground between 3.00pm and 3.45pm. You
should either be in study or be going home.

CLASSROOM CODE.

1. Bring everything you need to the lesson.
2. Arrive promptly

3. Have respect for each other, this means
a) speak politely to one another — do not say “shut
up” or make fun of children who may work more
slowly than you do,
b) do not use other children’s personal space —
keep your books, pencil cases, elbows etc. on
your own side of the desk.

4. Respect your teachers; speak to them politely and
always put up your hand to get attention.

5. Listen to each other and your teachers. Listening
means your whole body and head should be facing the
teacher, with no other distractions such as reading,
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writing or talking. Do not talk when other pupils are
talking.

6. Follow your teacher’s instructions. If you are
confused then put up your hand and ask.

7.Do not comment on the work that you are being
asked to do. There is no need to moan or complain
about any activity you are asked to complete.

8. If you find the work very difficult then don’t give up.
Ask for help and keep trying. You will get good
satisfaction from succeeding in the end.

9. Keep your work neat and tidy. Use a blue or black
ink pen, underline headings with a ruler, do diagrams in
pencil.

10. Do not add comments or doodles to your work.

Do not decorate the covers of your class books
unless given specific

permission to do so. ot

11. Keep loose sheets in a file or folder. $

12. Look after your books — cover textbooks

- do not leave any books in
the cloakroom.



PLAYGROUND and BREAKTIME
CODE

Take care of each other

e watch out for people smaller
than you

e be happy to ask people to join
in with your games

e be considerate of other people who are using
the playground.

Take care of our equipment and the school
premises

Respect non-football days:

e Wednesday and Thursday for
infants and juniors

e Tuesday and Thursday afternoon
break for seniors

Only Y9 - Y11 may use the
graveyard - it's for sitting and
chatting, not playing, in.




Do not use the green recycling bins for

general rubbish. 1t means the bins have
to be sorted.



Bullying

The school council will report on fears and incidents of bullying or behaviour and
situations which are tending to exclude and hurt.

Council members will be active in the playground to ensure the happiness of
other pupils and monitor potential problems.

The teacher will deal with any discipline issue immediately.

The procedure will be for council members

1. To speak on a one to one level with the offender if a problem emerges

2. To involve a teacher if the problem persists

3. To involve the parent, pupil and head teacher in a discussion about the
problems being experienced.

PHSE lessons will reinforce the ethos and values of the school and include role-
play and strategies to avoid problems.

A simple anonymous questionnaire will be issued near the beginning of each
term aimed to highlight pupil’s insecurities about the school, activities and other
pupils. If a pattern emerges then the head teacher will call a meeting of the
appropriate people to address the problem.

Exclusions

Within the text of this handbook you will find references to the possible future of
a child at the school.

These include unauthorised absences and unresolved incidents of bullying.

A full report will be compiled; the head teacher will initially meet with the
parents. If the matter is not resolved here then a meeting of the trustees will be
called.

Initially, if the matter is not swiftly resolved an out-of-school programme of
work will be devised to include the parents and a mentor from the school
community.

Within a fortnight it will be expected that the student will be reintegrated in to
the main school or parents will be given the option of supported home education
or to move the student to another school or educational institution. If this is not
to the satisfaction of the parents then they will need to appeal to the school’s
complaints procedure.



Whole school assessment policy

Course assessments are kept in each teacher’s individual course folders.
Details of these assessments are specified in course documents and may
broadly follow National Curriculum guidelines.

The reporting cycle is

Autumn Term 1:

Winter Term 2

Spring Term2:
Parents’ Evening

Summer Term3
Evening
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New pupil reports
KS1 Progress Reports
KS3 and 4 Mid Year Reviews followed by

KS2 and KS1 Annual Report followed by Parents’

KS3 and 4 Examination Reports



Introduction

It will become evident to anyone involved in the school that a number of the
children have specific problems to do with reading, writing, spelling and
arithmetic. This document aims to outline the school policy on assessing
children's progress in these areas and also details the remedial action that is
generally taken and the support offered to children with problems. Behind these
decisions is an approach towards special needs detailed in this introduction.

To begin with, it must be appreciated that the attention given to each child
should be appropriate to their assessed need. Every child has a potential that
needs fulfilling and much care is given towards both extending and supporting
pupils in their learning. The principal is that each child is educated according to
his or her individual ability and level of competence and our expectation of each
child is individual. The children are made aware of this and hopefully feel that
the work they do is relevant to them. This produces an environment of
purposefulness in work and of the children being supported whatever their
abilities.

The principal of an individual expectation means that support teaching is not
seen as being unusual since it is offered to everyone. Children are not
marginalised and isolated groups are not created, since all the children have
problems at one time or another.

Nevertheless as the children grow older and as the curriculum becomes more
specialised there are certain specialisms that rely on a high level of literacy and
numeracy. This is an accepted part of education. As far as support teaching
helps to make subjects accessible or appropriate to differing levels of ability and
where it is felt good that children study the subject or the child has a particular
interest in the subject, then appropriate programmes of work are offered.
Programmes including a measure of supported self study and individual tutoring
have been used. Within this framework each child can be supported and
stretched and any remedial action can be taken in the normal course of events.
However specific needs may make achievement so meaningless as to make
motivation very difficult and the pursuit of the subject hard to justify, only
serving to reinforce feelings of failure by children constantly knocking up against
the same walls of difficulty.

In subjects outside the core subjects, English Language, Mathematics, Science
and Craft, judgements have to be made as to the appropriate choice of areas of
study, that will not de-motivate the older child with specific needs or affect their
opportunity to achieve within their core studies.

Within the core subjects and any other areas of study attempted, decisions also
have to be made as to the levels of content, analysis and abstraction the child is
able to usefully cope with. If a child is unable to measure up to what is being
expected of them they will experience unnecessary failure.

Analysis is a skill that takes some development. A level of reading



comprehension and an ability to manipulate ideas on paper is necessary before
a child can be taught to successfully think analytically. Abstraction is a high
level skill involving generalising on experiences and comparing and evaluating
them in order to solve problems or draw conclusions.

It would be inappropriate to expect someone struggling with problems that are
based in the concrete to find abstraction easy or rewarding. An atmosphere of
utility and everyday relevance must be maintained with children experiencing
difficulties. Where practical, teachers should found their lessons on the basics
accessible to all and develop them to then accommodate the needs of the more
gifted.

From these practices and ideas a second principal becomes apparent. Each child
as well as having its own individual ability has its own individual potential to
which we can work. A child can experience hurt, if their potential is not
recognised. A child who is finding their potential hindered by difficulties that get
in the way of the workings of their mind will experience frustration.

We should be aware of remedial techniques of teaching where problems can be
remedied. Supportive techniques of teaching where aids can be used to
overcome difficulties should be investigated.

Remedial teaching helps children to achieve their potential by retraining them in
areas of weakness. If a child shows abilities that are not matched by their
performance, then the task of the teacher is to find the point at which the child
is failing and remedy the problem that is causing the failure.

Supportive teaching helps children by ascertaining their current levels of
achievement. It discovers that this is about as far as they are able to go, feeds
that potential, offering aids and interests. These will maintain a level of
achievement and keep the door open for a maturing in potential at a later date.

Every child needs coaching and encouraging. Remedial teaching can be a kick-
start, a push up a difficult hill, a making good or a relaying of foundations. It
begins with confidence building; a finding of strengths and a using of strengths
to remedy weaknesses.

Support teaching can be giving a crutch; the building up of strength to cover a
weakness.

Children learn best when they are confident in their ability to achieve and feel
valued in what they can do well.

Children with reading and writing problems have a tendency to need more
support teaching than most. They also seem to find difficulty in achieving their
potential and sometimes seem to have achieved it very early. Consolidation
and confidence boosting is required to maintain motivation.

When many methods of remedial teaching have been tried and a course of
action failed then a discerning teacher must revise their goals and seriously



think of ways and means of consolidating and using what is known so that
strengths are strengthened. Ways of consolidating a child's attainment include,
enlarging the sphere of application of skills and also providing strategies to
overcome any social disadvantages encountered.

It is fair to say that not all education takes place at school and children may
attain their potential after leaving school. Therefore strategies should be
explored for keeping the door of opportunity open.

There may be a rapid de-motivation as difficulties are constantly met. If the
level of the child's maturity is not matched by the level of work they are able to
master they become disinterested. Peer pressure that makes it socially
unacceptable to be presented with your problems in reading and writing, or
purely emotional problems associated with social, parental or personal interests
running counter to the schools can make progress difficult.

With maturity comes confidence, a maturing in potential. Life's experiences and
necessities form a good framework for developing skills of reading and writing.
A good education then must enable people to extend their learning when it
becomes possible or necessary and give them the attitudes and practices to
enable them to be successful.

We can ensure this through our general policy. Children with reading, writing
and numeracy problems should leave us knowing they can do well, with
interests to keep the skills they have and with strategies to overcome any
disadvantage they may experience.

The position held so far may be summarised.

e The expectation of the children is as individuals and, in the lower school, class
teaching is mixed ability.

e When children have matured enough to appreciate their limitations then a
mutually agreeable course of specialisations is pursued and a strategy for
support teaching is explored - it is not very helpful to drift into this strategy.

Regular assessment is undertaken and by the end of KS2 most children have an
appreciation of their abilities and needs and are able to be led into an
understanding of their potential. It is very damaging for a child to secretly
nurture a feeling that no one knows how difficult they find things and a feeling
that disclosure will damage the teacher's esteem for them. A teacher with the
opinion that if they would just follow this prescription, or just be this way
inclined or just pull themselves together does no good.
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e continuous and special assessments of children's development in language
and number

¢ and remedial and support teaching for children with assessed needs.

Remedial teaching is carried out in the normal course of events by the teachers
at the primary level and by an individually programmed support system for the
secondary children.



Gifted Children

Gifted children are encouraged at KS2 through the creative aspects of project
work and mathematical investigations. Young Gifted and Talented register is
maintained and pupils registered with the DCSF.

The needs of particularly gifted children at KS3 and 4 have led us in the past to
create a separate class for English Literature Teaching and accelerate children’s
progress within Maths so that they might complete an AS level. Opportunities
are also offered for pupils to start GCSE subjects in Year 9 and in Science to
complete the Separate Sciences. The school has also been able to work with
students who are talented in areas that demand a lot of out of school activity
and has developed individual supportive schemes of work.

The above has dealt mainly with the provision for the less able. It is recognised
that the more able also have special needs. In a small number of cases, pupils
of exceptional ability may experience difficulties that may de-motivate them and
cause them to become 'problem’ children. This is why performance indicators
are important to highlight children who are significantly underachieving.
Children may be 'coasting' in terms of their ability or may be frustrated by their
inability to communicate what they know. That is why reasoning tests are used.

Armed with an assessment of what the pupil is capable of, a teacher can try and
overcome bad handwriting and spelling, for example, and help the child to
progress at the right level. Children of high ability may be offered special tuition
in areas of weakness.



Implementation of the Code of Practice on SEN.

The school offers a policy that aims to mirror best practice in main stream
education as exemplified in the DFEE publication

"Code of Practice on the Identification and
Assessment of Special Educational Needs".

There is a teacher who coordinates the screening and testing of pupils and the
results are monitored by the head teacher and reported back to parents and
teachers.

Stage 1: SEN Form 1: Teacher’s Cause for Concern Memo.

Expressions of concern are recorded, as are any pastoral needs or medical
details.

Evidence is collected and progress monitored. Pupil is differentiated for within
planning.

Form One is completed and reviewed at least on a yearly basis and the
outcomes decided.

Pupils will be added to the SEN register and progress tracked Termly.
An individual SEN file will be created for each identified pupil. (Silver Box)

The outcomes may be:

(1) to continue the child's current arrangements;
2) to seek advice and support;
3) to give the child special help.
Special help will include actions and targets and a review date.
The review will assess progress, effectiveness and future action.
4 to discontinue special help.

Stage 2: SEN Form 2: Internally set IEP Targets.

To be completed when differentiation proves insufficient or for behavioural
issues and support programmes. LSA support required within lesson or pupil to
be withdrawn for individual or small group work.

If special help is needed, to draw up an individual education plan (IEP)
detailing:

(D) The nature of the child's learning difficulties;
2) The action - the special educational provision

- the staff involved and frequency of
support

- specific programmes/activities/materials/
equipment;
3) help from parents at home;



4) targets to be achieved in a given time;

o) pastoral care or medical requirements;

(6) monitoring and assessment arrangements;
() review arrangements and date.

To be maintained using the IEP form (N.B. includes the above as headings).

IEP to be reviewed Termly throughout the year in consultation with the pupil
and their parents.

Stage 3: SEN Form 3:The involvement of external agencies and advice
to set targets.

Evidence is collected so that external specialist support may be sought to help
the pupil make progress.

The resulting advice is to be formalised on an IEP and reviewed Termly in
consultation with the pupil and their parents.

If progress is not as expected or it is clear the child needs a formal assessment
of their SEN the parents would be advised of the need to begin the process of
formal assessment, utilising the evidence built up through the internal SEN
procedure.

The further stages will be followed as in the "Code of Practice".



Assessment Cycle
KS1:

Initial Screening at KS1

The Bury Infant check will be administered during a child's first two terms at
school.

Bury Infant Check Age Range: 5 Yrs
(2nd/3rd term at school)

Lea Pearson and John Quinn
Provides early identification of special needs in school

A screening device to help teachers identify children who are in need of
intervention during their second or third term at school.

The Check focuses on five important areas of development: language,
learning style, memory, number and perceptual motor skills.

The full version consists of 60 items. Of these, 13 are teacher
rated and can be used separately as a Quick Check for screening a
whole class. You can then take children scoring below a certain
level through the Full Check to find the specific areas that need
special attention.

Early Years Foundation Profile

End of Infant Years' Assessments are made

Suffolk Reading Scale Test (Y2 -Y8)

Level 1 administered at the beginning of KS2 usually in Winter Term 1 and
subsequent levels administered if it is felt necessary to chart a child's progress
through KS2 and until KS3. This test is given at the beginning of the year and
at the end of the year to measure progress over a period.



KS2: Beginning of Junior Years' Assessments

REMEDIAL PROGRAMME OF STUDY FOR
LANGUAGE (Y3 AND Y4)

On Entry to KS2

It will have been noted at the end of KS1 that certain children have had
problems. This may have been the case since the Reception year and may have
shown up on the "Bury Infant Check". Children will therefore have been
following a programme suitable to their individual needs. The children's
progress and the final results of KS1 assessments will give a good indication of
the specific problems being experienced by the children. These are
communicated using the Key Stage Transition Form.

On entry to KS2 these problems will be considered and the entry points into the
KS2 curriculum decided. The KS2 curriculum is designed so that pupils may
start on it at a stage comparable with the stage they were at the end of KS1.
The work, however, is deliberately different in content from that at KS1 so as to
give each child a sense of having progressed. It is important then that the
entry point for pupils is carefully assessed and their initial progress carefully
monitored.

Pupils experiencing difficulties during the first two terms of KS2

Teacher assessments will be compared with the results of the "Suffolk Reading
Test" scores achieved. Other sources of information will include the Fred J
Schonell graded Dictations and Spelling Tests. If it is felt that language
progress is slow but the course is meeting the child's needs then they will
continue with the mainstream course and will be set remedial work from that
course, where problems occur. Details of this remedial work will be recorded on
an individual's normal class record as a reminder of what has been done, and
when. This will be communicated to the parents who may be encouraged to
seek an external assessment for a specific educational need.



KS2 Tests

The school has adopted the Tests offered by QCA for the end of each Year. They
include tests in Mathematics, Mental Arithmetic and Language tests including
tests in Reading, Writing and Spelling. At Y4 there are also assessment units in
Mathematics, Language and Science. These will be adopted and form the basis
for the ongoing assessments during the rest of KS2. We will also be using
Termly tests for the Numeracy Strategy.

The QCA tests as well as offering a means of determining levels of attainment,
also provide age-related statistics. It is hoped that the progress made by pupils
throughout KS2 may thereby be monitored.

These tests will include the Suffolk Reading scale detailed above.
End of KS2 Tests

The children will be tested where appropriate using the Suffolk Reading Scale.
They will all be tested using current NC material but at present the school will
not be taking part in the external assessment of this work.

Pupils will be assessed using NFER’s Verbal Reasoning test.
The results will be collated and circulated to staff by means of a meeting.

The teaching of English will be decided with reference to current English
Department policy and will draw on the information in the tests. An accelerated
group may be formed and will accept pupils of a high reading ability and very
high Verbal Reasoning.



Assessment and Practice at KS3

Continuous Monitoring at KS3

The SEN Form 1, should be completed by staff who note any general or specific
problems and should be passed to the SENCO who will collect impressions from
various teachers and present a brief report to teachers in teachers’ meetings. At
review it may be decided that additional internal support or external advice is
needed and the appropriate SEN forms will need to be filled to register a
concern and then an Individual Education Plan devised.

In certain years this may imply the need to create separate groups for English
and Mathematics teaching.

REMEDIAL ACTION Y7

The Core programme will be adapted appropriately, a programme of remedial
intervention being outlined.

All senior teachers will be informed about the results of these tests. Reading
Comprehension will then assessed yearly, as well as the Suffolk Reading Scale
during Terms 1 and 4 to ascertain the effectiveness of these measures.

At the end of Term 2 of Year 7 the Mathematics Test will be taken and together
with the course assessments, will provide evidence as to the suitability of the
course..

Support Programme Y7 to Y9

Time may be timetabled to be used for regular Support Tuition to include:

- Reading and Reading comprehension from appropriate books tailored to the
individual’s abilities and also reading based around individual interests.

- Spelling, punctuation and grammar checks of words from all subjects
- Remedial Work on spelling and handwriting, taken from Alpha to Omega.
- Support work using audio equipment and computers.

It is a view held that, to be effective educators, every teacher needs to take
responsibility for

e the upholding of standards of presentation
e the teaching of the basics of literacy and numeracy.



Assessment of Remedial & Support Teaching Y7 - Y9 (Lower
Seniors)

The normal course of assessment will be:

1) Individual teacher assessments appropriate to the subject including an Initial
Remedial Assessment.

2) End of year assessments.

3) Problems in Mathematics will be dealt with through the structure of the Maths
course.

An ongoing dated record will be kept of each pupil's Individual Education
Plan programme and progress.



KS4 Policy on Examinations

It is a position held by the parents of the children in this school that the
education being offered here is sufficient and meets the normal and special
academic needs of the pupils and the requirements of the National Curriculum
as we understand them. The school also gives a broad education, recognising
that all study does not necessarily lead to a qualification but is a worthwhile
discipline.

We offer GCSE's in the core subjects Mathematics, English and Science to all
pupils achieving the minimum requirements set by the examination board.

As a school we will be concentrating on the practical side of the craft subjects.
We will be aiming to provide work experience opportunities.

We offer a school based prevocational and careers programme to every pupil.

History and Geography GCSE's are offered through Oxford Open Learning and
the school offers a tutor to support this work. On occasions the Oxford Open
Learning will provide tutors. At least one or both may be studied.

French and Spanish are offered at GCSE and at least will be attempted by all
pupils in normal circumstances.

Both Music and Art may be continued as non-examination subjects or as GCSE
subjects depending on the staff available.

For those able to cope with self study, we will also be offering to support other
GCSE we are able to reasonably support through Oxford Open Learning in
collaboration with parents.

It must be recognised that as a school, we are delivering a whole education for
a child from the ages four to sixteen. This may limit the scope of the subjects
we are physically able to teach. The needs of the individual child will be met as
far as it is possible in the school but this is a partnership with the family.

It is a consideration that we are offering an alternative to the state system and
not necessarily a copy of it. Parents are free to put their children into the
school. Parents see this to be a positive choice with a degree of self-sacrifice,
and not an imposition. The school is offering the children the best of what the
teachers have learnt, spiritually and materially.



The Christian School (Takeley) July 2008.
Policy for provision of Gifted and Talented Pupils.

K8 , # b #, b %
, ho# %" 1 H "t #

& 5  #)+ 1 2

Every pupil - gifted and talented, struggling or average - should have the right personalised support to
reach the limits of their capability. For gifted and talented pupils, this means better stretch and
challenge in school with opportunities to further their particular talents outside school at a local and
national level.

Providing for the gifted and talented pupils in our schools is a question of equity - as with all other
pupils, they have a right to an education that is suited to their particular needs and abilities. They
need to be presented with work that challenges, stretches and excites them on a daily basis, in an
environment that celebrates excellence and is supportive of those who may, in years to come, break
the boundaries of what we know and understand today.
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Gifted and talented children are those who have one or more abilities developed to a level significantly
ahead of their year group (or with the potential to develop these abilities).

In England the term ‘gifted’ refers to those pupils who are capable of excelling in academic subjects
such as English or History. 'Talented' refers to those pupils who may excel in areas requiring visio-
spatial skills or practical abilities, such as in games and PE, drama, or art.

Some gifted and talented pupils may be intellectually able but also appear on the Special Educational
Needs (SEN) register for behavioural, literacy or physical difficulties.

Provision for gifted and talented pupils can act to counteract disadvantage. Direct intervention is
particularly critical for pupils from disadvantaged backgrounds to enable them to make full use of their
abilities and to raise their aspirations accordingly.

Identification.
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Organisational Issues/Provision.

A feature within Teacher’s lesson planning should be the provision of opportunities for enrichment and
extension of the most able and utilisation of objectivised learning and teaching for a variety of
learning styles.



Where differentiated work is required beyond that available in standard lessons the school will make
provision for pupils to work in small groups, in paired learning situations or in independent study as
appropriate. Deployment of staff will be commensurate with need.

If it is possible whilst maintaining a balance within the classroom pupils may work with older pupils or
within groups of similar ability mixed age pupils.

Exceptionally able learners will be supported as far as is practicable by making use of the resources
within the school community in liaison with their parents to ensure that their needs are met. If
necessary an individual education plan will be drawn up where exceptional provision is required and
resources located to meet need.

With mutual agreement from all parties pupils will be fast tracked for example by being able to sit
national examinations earlier.

All identified pupils will be registered on the dcsf YG & T website and have access to forums,
discussion groups and learning opportunities.

Opportunities for learning beyond the school will be sought through the use of local excellence hubs,
enrichment days or local musical and sporting opportunities.

Upon transition between Key Stages or transfer to another school the pupil portfolio should be sent on
to ensure continuity of provision.

Process for development and review:
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Operational Policy

e Appointing of governors and the appointing and employment of staff
e Preventing child abuse

The Trustees are governors of the school and are self-appointing. New Trustees
are checked against CRB records using the procedure for enhanced disclosures.
The lead trustee is checked by the DCFS and is responsible for checking the
other trustees. This is also the case when teachers are appointed and when any
person is given responsibilities that might require them to have unsupervised
access to children. References are taken and medical suitability checked. There
is a Child protection policy.

No one is allowed to work at the school without having received a health and
safety document, read the school’s terms of employment and signed an
indemnity regarding a previous criminal record and their medical suitability for
the post. No one is allowed unsupervised access to the children without first
having given the school access to an enhanced disclosure.

Ethos and Values as it Applies to the Employment of Staff

Integrity

The Christian School (Takeley) believes that to extend the Kingdom of God on
the Earth is indissolubly linked to who is working at the school. The values,
which we espouse as a school, should be matched by those that are practised in
our community of workers. The link between who we are and what we do
cannot be broken.

Charity

The Christian School (Takeley) affirms in its aims the value of each person and
believes in the equal value of all. It stands for respect, service and freedom for
everyone, toleration and humility towards all people, recognising individuals,
groups and nations. The school encourages understanding of the world in which
we live and the interdependence of individuals, groups and nations. The
opinions of others are listened to but we are aware of the danger of an uncritical
acceptance of many aspects of secular culture though we would always work to
lead by the example of charity.

Truthfulness and Honesty

The Christian School (Takeley) believes that its purpose is fulfilled when each is
working towards the same goals. The love and care with which we serve
students and their families should be authenticated by the love and care that we
model to each other. We endeavour at all times to trust each other, being
patient and forbearing. We should work at paying attention to how we speak to
one another, attempting to listen well, and being able to confront difficulties
carefully and with the compassion born of our shared faith. We believe that we
should be open and transparent about our beliefs and the link between our
beliefs and the education we deliver in matters such as publicity, fundraising



and employment.

Terms and Conditions of Employment

Obligations of the Trustees

As Trustees, we will ensure that:

1. Your authority is upheld, and that parents are diligent in disciplining and
ordering the lives of their children, and in maintaining a proper respect for
adults;

2. You are cared for and not put under an unreasonable burden such as to
prevent you from attending to your own needs and the individual needs of
the children;

3. You are encouraged in your studies as far as is possible;

4. You are properly supervised and informed of matters relating to the
school, all information in respect of your employment being open to you;

5. You are not discriminated against for any reason.

Your Obligations as an employee

You will be accountable to us, the Trustees, who will expect you to discharge
your duties conscientiously, maintaining a godly discipline, teaching obedience,
honesty and charity by example and biblical precept.

In accepting this post you are supporting fully the ethos and values statement
of the school and the conditions detailed below.

Disciplinary procedure

If at any time your conduct should not be consistent with the principles outlined
herein, the following procedure will apply:

Step 1: The Head Teacher will warn you verbally of your misconduct or failing

Step 2: If the situation persists you will be informed in writing and be invited to
a meeting with the Headteacher to which you are able to invite a work colleague
or union representative. You will be informed of the reasons for the complaint
and will be able to make your response. A decision will be made about further
action and you will be informed in writing within 2 weeks. You may appeal in
writing within 2 weeks.

Step 3: If you wish to appeal, you will be invited to a meeting with the Trustees
to which you are able to invite a work colleague or union representative. You
will be able to make your response. A decision will be made about further action
and you will be informed in writing within 2 weeks.

Should you be dismissed, the Trustees will act in accordance with the Children
Act — 1989 and subsequent amendments of the Act, should they consider this



necessary.

This employment is subject to the disclosure of a criminal record by the police.
Failure to inform the trustees of a conviction prior to your appointment may
result in summary dismissal.

Grievance Procedure

Step 1: You inform the Trustees of your grievance in writing and a written
response will be made within two weeks

Step two: If necessary, the Trustees will arrange a meeting to discuss your grievance. You
have the right to be accompanied by a work colleague or union representative. At the end of
the meeting the Trustee will inform you of the decision and you have the right of appeal.

Step 3: If an appeal is requested, a further meeting is arranged, if possible with different
Trustees. You have the right to be accompanied by a work colleague or union representative.
After the appeal meeting, you will be told the trustees decision.

All details will be kept confidential. Any reports or recommendations made will
be available to the complainant as well as the DfES, its Inspectors and the
Secretary of State.



CONDITIONS OF EMPLOYMENT OF TEACHERS

Exercise of general professional duties

70.1 A teacher who is not a head teacher shall carry out the
professional duties of a teacher as circumstances may
require-

70.1.1 under the reasonable direction of the head teacher of the
school ;

Exercise of particular duties

71.1 a teacher employed as a teacher (other than a head
teacher) in the school shall perform, in accordance with
any directions which may reasonably be given to him by
the head teacher from time to time, such particular
duties as may reasonably be assigned to him.

Professional duties

72 The following duties shall be deemed to be included in
the professional duties which a teacher (other than a
head teacher) may be required to perform-

Teaching

72.1 In each case having regard to the curriculum for the
school, and with a view to promoting the development of
the abilities and aptitudes of the pupils in any class or
group assigned to him-

72.1.1 planning and preparing courses and lessons;

72.1.2 teaching, according to their educational needs, the
pupils assigned to him, including the setting and
marking of work to be carried out by the pupil in school
and elsewhere;

72.1.3 assessing, recording and reporting on the development,

progress and attainment of pupils;

Other activities

72.2.1 promoting the general progress and well-being of
individual pupils and of any class or group of pupils
assigned to him;

72.2.2 providing guidance and advice to pupils on educational
and social matters and on their further education and



72.2.3

72.2.4

72.2.5

72.2.6

Assessments
72.3

future careers, including information about sources of
more expert advice on specific questions; making relevant
records and reports;

making records of and reports on the personal and social
needs of pupils;

communicating and consulting with the parents of
pupils;

communicating and co-operating with persons or bodies
outside the school; and

participating in meetings arranged for any of the
purposes described above;

and reports

providing or contributing to oral and written
assessments, reports and references relating to
individual pupils and groups of pupils;

Appraisal or review of performance

72.4

participating in arrangements made for the appraisal or
review of his performance and that of other teachers;

Review, induction, further training and development

72.5.1

72.5.2

Educational
72.6

Discipline,
72.7

reviewing from time to time his methods of teaching and
programmes of work;

participating in arrangements for his further training
and professional development as a teacher including
undertaking training and professional development which
aim to meet needs identified in statements of objectives
or in appraisal statements;

methods

advising and co-operating with the head teacher and other
teachers (or any one or more of them) on the preparation
and development of courses of study, teaching materials,
teaching programmes, methods of teaching and assessment
and pastoral arrangements;

health and safety

maintaining good order and discipline among the pupils
and safeguarding their health and safety both when they
are authorised to be on the school premises and when they
are engaged in authorised school activities elsewhere;



Staff meetings

72.8

Cover
72.9.1

72.9.2

participating in meetings at the school which relate to
the curriculum for the school or the administration or
organisation of the school, including pastoral
arrangements;

supervising and so far as practicable teaching any pupils
whose teacher is not available to teach them;

except in the case of a teacher employed wholly or
mainly for the purpose of providing such cover, no
teacher shall be required to provide such cover for more
than 38 hours in any school year;

External examinations

72.10.1

Management
72.11.1

72.11.3

72.11.4

participating in arrangements for preparing pupils for
external examinations, assessing pupils for the purposes
of such examinations and recording and reporting such
assessments; and participating in arrangements for pupils
presentation for, and conducting, such examinations;

contributing to the selection for appointment and
professional development of other teachers and support
staff, including the induction and assessment of new
teachers and teachers serving induction periods

co-ordinating or managing the work of other staff; and

taking such part as may be required of him in the review,
development and management of activities relating to the
curriculum, organisation and pastoral functions of
the school;

Administration

72.12.1

72.12.2

72.12.3

participating in administrative and organisational tasks
related to such duties as are described above, including
the direction or supervision of persons providing support
for the teachers in the school; and

attending assemblies, registering the attendance of
pupils and supervising pupils, whether these duties are
to be performed before, during or after school sessions.

Sub-paragraph 12.1 of this paragraph does not require a
teacher routinely to undertake tasks of a clerical or
administrative nature which do not call for the exercise
of a teacher’s professional skills and judgment.

Management time




73

A teacher with leadership or management responsibilities
shall be entitled, so far as is reasonably practicable,
to a reasonable amount of time during school sessions for
the purpose of discharging those responsibilities.

Working time

74.2

74.3

74.5

74.6

4.7

A teacher employed full-time, other than in the
circumstances described in sub-paragraph 4 of this
paragraph, shall be available for work for 195 days in
any school year, of which 190 days shall be days on which
he may be required to teach pupils in addition to
carrying out other duties; and those 195 days shall be
specified by his employer or, if his employer so directs,
by the head teacher.

Such a teacher shall be available to perform such duties
at such times and such places as may be specified by the
head teacher for 1265 hours in any school year, those
hours to be allocated reasonably throughout those days in
the school year on which he is required to be available
for work.

Time spent in travelling to or from the place of work
shall not count against the 1265 hours referred to in
sub-paragraph 3 of this paragraph.

Such a teacher shall not be required under his contract
as a teacher to undertake midday supervision, and shall
be allowed a break of reasonable length either between
school sessions or between the hours of 12 noon and
2.00pm.

Such a teacher shall, in addition to the
requirements set out in sub-paragraphs 2 and 3
of this paragraph, work such reasonable
additional hours as may be needed to enable him
to discharge effectively his professional
duties, including, in particular, his duties
under paragraphs 72.1.1 and 72.1.3. The amount
of time required for this purpose beyond the
1265 hours referred to In sub-paragraph 3 of
this paragraph and the times outside the 1265
specified hours at which duties shall be
performed shall not be defined by the employer.

THE CHRISTIAN SCHOOL (TAKELEY) — POLICY ON SCHOOL



TEACHERS’ PAY

BASIC PRINCIPLES

All pay related decisions are taken in compliance with the Race
Relations, Sex Discrimination, Equal Pay, Disability Discrimination Acts,
Employment Relations Acts of 1996, 1999 and 2002 as well as the Part-
Time Workers’ Regulations and the Fixed Term Employees’ Regulations.

PAY REVIEWS

The Trustees will review every teacher’s salary with effect from 1
September and no later than 31°%" October each year and give them a
written statement setting out their salary and any other financial
benefits as specified in the Document. Reviews may take place at other
times of the year to reflect any changes in circumstances or job
description that lead to a change in the basis for calculating an
individual’s pay. A written statement will be given after any review and
where applicable will give information about the basis on which it was
made.

The mechanism is as follows. Pay is determined for a period of directed
time of 1265 hours over 195 days, 190 being pupil days and the other 5
non-pupil days.

This equals 6.48 hours per day and a 32.4 hour week.



APPEALS

The arrangements for considering appeals are as follows:

A teacher may, appeal against any determination in relation to his pay
or any other decision taken by the governing body that affects his pay.

The grounds for appeal are that the person or committee by whom the
decision was made —

a) incorrectly applied any provision of the Document;

b) failed to have proper regard for statutory guidance;
c) failed to take proper account of relevant evidence;

d) took account of irrelevant or inaccurate evidence;

e) was biased; or

f) otherwise unlawfully discriminated against the teacher.

The order of proceedings is as follows:

1. The teacher receives written confirmation of the pay determination
and where applicable the basis on which the decision was made.

2. If the teacher is not satisfied, he/she should seek to resolve this by
discussing the matter informally with the decision-maker within ten
working days of the decision.

3. Where this is not possible, or where the teacher continues to be
dissatisfied, he/she may follow a formal appeal process.

4. The teacher should set down in writing the grounds for questioning
the pay decision (which must relate to the grounds as set out above)
and send it to the person (or committee) who made the determination,
within ten working days of the notification of the decision being appealed
against or of the outcome of the discussion referred to above.

5. The committee or person who made the determination should
provide a hearing within ten working days of receipt of the written
grounds for questioning the pay decision to consider this and give the
teacher an opportunity to make representations in person. Following the
hearing the employee should be informed in writing of the hearing’s
decision and the right to appeal.

6. Any appeal should be heard by a panel of three governors who were
not involved in the original determination normally within 20 working
days of the receipt of the written appeal notification and give the teacher
the opportunity to make representations in person. The decision of the
appeal panel will be given in writing, and where the appeal is rejected



will include a note of the evidence considered and the reasons for the
decision. The decision is final and there is no recourse to the staff
grievance procedure.

"4



Discretionary experience points

When appointing a classroom teacher to the main scale, the trustees will consider
awarding an extra point or points on the scale in recognition of other relevant
experience that would not attract mandatory experience points in the following
circumstances:

> One point on the main scale for each year of service as a qualified teacher in a
City Academy, City Technology College or independent school.

> One point on the scale for each period of 3 years spent outside teaching but
working in a relevant area. This might include industrial or commercial training,
time spent working in an occupation relevant to the teacher’s work at the school,
and experience with children/young people.

The trustees will consider awarding on a case by case basis consistently, with regard
to equal opportunities, fairness and transparency.

Part-time teachers

Teachers employed on an ongoing basis at the school but who work less than a full
working day or week are deemed to be part-time. The governing body will give them
a written statement detailing their working time obligations and the mechanism used
to determine their pay.

Unqgualified teachers

The trustees will, when determining on which point to place unqualified teachers on
the unqualified teachers’ pay scale when they are appointed, take account of any
relevant qualifications and experience

Classroom teachers on the main scale

Main scale classroom teachers will receive one extra point for each year of
satisfactory performance. Unsatisfactory performers are considered to be those
subject to formal capability proceedings but may receive a point at the discretion of
the governing body.



Equal Opportunities

This organisation is committed to providing a vital, practical response to
the needs of those we serve, regardless of race, religion, lifestyle, sex,
sexuality, physical/mental disability, offending background or any other
factor.

As an organisation using the Criminal Records Bureau (CRB) Disclosure
Service to assess applicants’ suitability for positions of trust, the church
(organisation) undertakes to comply fully with the CRB Code of Practice
and to treat all applicants for positions fairly. It undertakes not to
discriminate unfairly against any subject of disclosure on the basis of
conviction or other information revealed.

We actively promote equality of opportunity for all, with the right mix of
talent, skills and potential and welcome applications from a wide range
of candidates, including those with criminal records. We select all
candidates for interview based on their skills, qualifications, experience
and commitment to the values of the organisation.

A Disclosure is only requested after a thorough risk assessment has
indicated that one is both proportionate and relevant to the position
concerned. For those positions where a Disclosure is required, all
application forms, job adverts and recruitment briefs will contain a
statement that a Disclosure will be requested in the event of the
individual being offered a position.

Where a Disclosure is to form part of a recruitment process, we
encourage all applicants called for interview to provide details of any
criminal record at an early stage in the application process. We request
that this information is sent under separate, confidential cover to the
recruiter within the organisation and we guarantee that this information
will only be seen by those who need to see it as part of a recruitment
process.

Unless the nature of the position allows The Christian School (Takeley)
to ask questions about your entire criminal record, we only ask about
“unspent” convictions as defined in the Rehabilitation of Offenders Act
1974.

We ensure that all those in the organisation who are involved in the
recruitment process have received appropriate guidance in the relevant
legislation relating to the employment of ex-offenders eg the
Rehabilitation of Offenders Act 1974.



At interview, or in separate discussion, we ensure that an open and
measured discussion takes place on the subject of any offences or other
matter that might be relevant to the position. Failure to reveal
information that is directly relevant to the position sought could lead to
withdrawal of an offer of employment or voluntary work.

We make every subject of a CRB Disclosure aware of the existence of
the CRB Code of Practice and make a copy available on request.

We undertake to discuss any matter revealed in a disclosure with the
person seeking a position before withdrawing a conditional offer of
employment.

Having a criminal record will not necessarily bar you from working with us. This
will depend upon the nature of the position and the circumstances and
background of your offences.

Secure storage, handling, use, retention and disposal of
disclosures and disclosure of information

1. General Principles. As an organisation using the Criminal Records
Bureau (CRB) Disclosure service to help assess the suitability of
applicants for a position of trust (the organisation) complies fully with
the CRB Code of Practice regarding the correct handling, use, storage,
retention, and disposal of disclosures and disclosure information. It
also complies fully with its obligations under the Data Protection Act
and other relevant legislation pertaining to the safe handling, use,
storage, retention and disposal of disclosure information and has a
written policy on these matters, which is available to all those who wish
to see it on request.

2. Storage and access. Disclosure information is never kept on an
applicant’s personal file and is always kept separately and securely, in
lockable, non-portable, storage containers eg. a filing cabinet, with access
strictly controlled and limited to those who are entitled to see it as part
of their duties.

3. Handling. In accordance with Section 124 of the Police Act 1997,
Disclosure information is only passed to those who are authorised to
receive it in the course of their duties. We_maintain a record of all those to
whom Disclosures or Disclosure information have been revealed and we
recognise that it is a criminal offence to pass this information to anyone
who is not entitled to receive it.




4. Usage. Disclosure information is only used for the specific purpose
for which it was requested and for which the applicant’s full consent
has been given.

5. Retention. Once a recruitment (or other relevant) decision has
been made, we do not keep Disclosure information for any longer than
is absolutely necessary other than a short note to say we have
completed a CB check — see point 6. This is generally for a period of up
to six months, to allow for the consideration and resolution of any
disputes or complaints. If, in very exceptional circumstances, it is
considered necessary to keep Disclosure information for longer then six
months, we will consult the CCPAS Disclosure Unit, who in turn will
discuss this with the CRB and will give full consideration to the Data
Protection and Human Rights individual subject access requirements
before doing so. Throughout this time the usual conditions regarding
safe storage and strictly controlled access will prevail.

6. Disposal. Once the retention period has elapsed, we will ensure
that any Disclosure information is immediately suitably destroyed by
secure means, ie by shredding, pulping or burning. While awaiting
destruction, Disclosure information will not be kept in any insecure
receptacle (eg waste bin or confidential waste sack). We will not keep
any photocopy or other image of the disclosure or any copy or
representation of the disclosure. However, notwithstanding the above,
you may keep a record of the date of the issue of a disclosure, the name
of the subject, the type of disclosure requested, the position for which
the disclosure was requested, the unique reference number of the
disclosure and the details of the recruitment decision taken.

7. Our relationship with CCPAS as an umbrella organisation. We accept
that the CCPAS Disclosure Unit as our umbrella organisation has a
responsibility to ensure, as far as reasonably practicable, that we
comply with all the requirements made upon us in the CRB Code of
Practice, this and other policy statements, and in other CRB procedures
and processes. We undertake to keep CCPAS informed of any changes
in our organisation, personnel or practices which could materially affect
our ability to work within these expectations.
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Child Protection Policy

SCHOOL DETAILS

Name: The Christian School (Takeley) (hereafter, *"The School™)
Address: Brewers End, Takeley, Bishops Stortford, Herts, CM22 6QH
Tel No: (01279)871182 Email address: office@takeley-

christian.essex.sch.uk

Organisation The Christian School’s Trust

MISSION STATEMENT

The School Trustees recognise the importance of its work with children and
young people and its responsibility to protect and safeguard the welfare of
children and young people entrusted to the School's care.

As part of its mission, the School is committed to:

Valuing, listening to and respecting children and young people as well as
promoting their welfare and protection.

e Safe recruitment, supervision and training for all the children's workers
within the School.

e Adopting a procedure for dealing with concerns about possible abuse.

e Encouraging and supporting parents/carers.

e Supporting those affected by abuse in the School.

¢ Maintaining good links with the statutory childcare authorities and other
organisations.



SCHOOL POLICY

The Christian School (Takeley) recognises the need to provide a safe and caring
environment for children and young people. It also acknowledges that children
and young people can be the victims of physical, sexual and emotional abuse,
and neglect. The Christian School (Takeley) has therefore adopted the
procedures set out in this document (hereafter “the policy”). It also recognises
the need to build constructive links with statutory and voluntary child protection
agencies. The policy and attached practice guidelines are based on a model
published by the Schooles' Child Protection Advisory Service (CCPAS). The
Christian School (Takeley) undertake to file a copy of the policy and practice
guidelines with CCPAS and Children’s Social Services, and any amendments
subsequently published. The Christian School (Takeley) agrees not to allow the
document to be copied by other organisations.

The Christian School (Takeley) is committed to on-going child protection
training for all children workers and will regularly review the operational
guidelines attached.

The Christian School (Takeley) also undertakes to follow the principles found
within the Abuse Of Trust guidance issued by the Home Office and it is therefore
unacceptable for those in a position of trust to engage in any behaviour which
might allow a sexual relationship to develop for as long as the relationship of
trust continues.



RESPONDING TO ALLEGATIONS OF ABUSE

Under no circumstances should a School worker carry out their own
investigation into the allegation or suspicion of abuse. The person in receipt of
allegations or suspicions of abuse will do the following:

e Concerns must be reported as soon as possible to M Emlyn Humphries
(hereafter the "Co-ordinator™) tel no: 01279871754who is nominated by
the Christian School (Takeley) to act on their behalf in dealing with the
allegation or suspicion of neglect or abuse, including referring the matter
on to the statutory authorities.

e The Co-ordinator may also be required by conditions of the School
Insurance Policy to immediately inform the Insurance Company.

¢ In the absence of the Co-ordinator, or if the suspicions in any way involve
the Co-ordinator then the report should be made to Mr D King tel no:
(01279)758611 or Mrs F Howarth(hereafter the "Deputy Co-ordinator") tel
No. 01279)461984. If the suspicions implicate both the Co-ordinator and
the Deputy Co-ordinator, then the report should be made in the first
instance to the Schools' Child Protection Advisory Service (CCPAS) PO Box
133, Swanley, Kent, BR8 7UQ. Telephone 0845 120 4550 or alternatively
contact Children’s Social Services. The local Children’s Social Services
office telephone number between 9.00am and 5.00pm is 08456037634.
The out of hours emergency number is 08456061212. The Police Child
Protection Team telephone number is 012450490608 in Chelmsford and
01279641211 in Harlow.

e Suspicions must not be discussed with anyone other than those nominated
above. A written record of the concerns should be made in accordance
with School procedures and kept in a secure place.

¢ Whilst allegations or suspicions of abuse will normally be reported to the
Co-ordinator, the absence of the Co-ordinator or Deputy Co-ordinator
should not delay referral to the Children’s Social Services Department.

e The Christian School (Takeley) will support the Co-ordinator/Deputy Co-
ordinator in their role, and accept that any information they may have in
their possession will be shared in a strictly limited way on a need to know
basis.

e Itis, of course, the right of any individual as a citizen to make a direct
referral to the child protection agencies or seek advice from CCPAS,
although the Christian School (Takeley) hope that members of the School
will use this procedure. If, however, the individual with the concern feels
that the Co-ordinator/Deputy Co-ordinator has not responded
appropriately, or where they have a disagreement with the Co-
ordinator(s)as to the appropriateness of a referral they are free to contact
an outside agency direct. We hope by making this statement that the



Christian School (Takeley) demonstrate the commitment of the School to
effective child protection.

The role of the co-ordinator/ deputy co-ordinator is to collate and clarify the
precise details of the allegation or suspicion and pass this information on to the
Children’s Social Services Department. It is Children’s Social Services task to
investigate the matter under Section 47 of the Children Act 1989.



ALLEGATIONS OF PHYSICAL INJURY, NEGLECT OR EMOTIONAL
ABUSE

If a child has a physical injury, a symptom of neglect or where there are
concerns about emotional abuse, the Co-ordinator/Deputy Co-ordinator will:

e Contact Children’s Social Services (or CCPAS) for advice in cases of
deliberate injury, if concerned about a child's safety or if a child is afraid to
return home.

e Will not tell the parents or carers unless advised to do so having contacted
Children’s Social Services.

e Seek medical help if needed urgently, informing the doctor of any
suspicions.

e For lesser concerns, (e.g. poor parenting), encourage parent/carer to seek
help, but not if this places the child at risk of injury.

e Where the parent/carer is unwilling to seek help, offer to accompany
them. In cases of real concern, if they still fail to act, contact Children’s
Social Services direct for advice.

¢ Seek and follow advice given by CCPAS (who will confirm their advice in
writing) if unsure whether or not to refer a case to Children’s Social
Services.

ALLEGATIONS OF SEXUAL ABUSE

In the event of allegations or suspicions of sexual abuse, the Co-
ordinator/Deputy Co-ordinator will:

e Contact the Children’s Social Services Department Duty Social Worker for
children and families or Police Child Protection Team direct. They will NOT
speak to the parent/carer or anyone else.

¢ Seek and follow the advice given by CCPAS if, for any reason they are
unsure whether or not to contact Children’s Social Services/Police. CCPAS
will confirm its advice in writing for future reference.



APPOINTMENT, SUPPORT, SUPERVISION & TRAINING OF
LEADERS & WORKERS

The Christian School (Takeley) will ensure all workers will be appointed, trained,
supported and supervised in accordance with the principles set out in
government guidelines “Safe from Harm” ( HMSO 1993), CCPAS guidance and
School practice guidelines attached. The same principles will be applied to
those appointed to work with vulnerable adults.

SUPERVISION OF GROUP/CHILDREN'S ACTIVITIES

The Christian School (Takeley) will provide details of the supervision for each
specific activity in the School practice guidelines attached.

SUPPORT TO THOSE AFFECTED BY ABUSE

The Christian School (Takeley) is committed to offering pastoral care, working
with statutory agencies as appropriate, and support to those attending the
School who have been affected by abuse.

WORKING WITH OFFENDERS

When someone attending the School is known to have abused children, the
Christian School (Takeley) will supervise the individual concerned and offer
pastoral care, but in its commitment to the protection of children, set
boundaries for that person which they will be expected to keep.

This policy will be reviewed annually on 1°* September



Policy Statement

SCHOOL CHILD PROTECTION POLICY STATEMENT

Name of School The Christian School (Takeley)

e We are committed to supporting parents and families

e As leaders of the School we are committed to the nurturing, protection and
safeguarding of children and young people

e We recognise that child protection is everybody's responsibility

¢ We are committed to following the agreed procedures and following
statutory and specialist guidelines as detailed in our Practice Guidelines
Booklet

e We seek to support all in the School affected by abuse

e We review this policy, annually

If you have any concerns for a child or in relation to any child protection matter
then speak to one of the following who have been approved as child protection
co-ordinators for this School.

M Emlyn Humphries
D King

F Howarth

A copy of the full policy can be seen in the School office.



The Christian School (Takeley)
Health & Safety Risk Assessment and First-Aid Policy

The following risk assessment includes provision for staff and pupils at, and
visitors to, the Christian school and is based on the 1998 publication, “Guidance
on First-Aid for Schools” published by the Department for Education and
Employment.

School Size and Buildings Dynamics

The school is operated out of three buildings co-located on a half-acre site.

Two of the buildings are on two floors, and one of these also has an integral
raised area.

The communal play area is situated between two of the three buildings and is
appropriately fenced off.

Each of the three buildings are within 50 metres of each other, and a nominated
First Aid person can be summoned from any one of the three buildings with a
minimum of delay.

Location of the School

The school is well located, with easy access for the emergency services, who
have all been notified in writing, of access and egress routes to and from the
premises.

Assessed risk — Low

Specific Hazards

Both scientific chemicals and cleaning materials are kept at the school under the
appropriate COSHH regulations.

The school is part of CLEAPSS School Science Service and is regularly updated
with information and guidance on Health and Safety issues with respect to
Science and Technology.

Machinery used for woodwork and craft pose specific risks and teachers are
expected to teach in line with the safe practices appropriate to the machinery
involved CLEAPSS .

Safe working practices and secure locations for hazardous substances minimise
the medical risk element.



Adequate ventilation in the laboratory area and workshop is at all times
observed with proper precautions being taken, each activity being assessed
against this risk.

Assessed risk — Low

Specific Needs

The Christian School caters for both primary and secondary school children,
with age ranges from 4 to 16 years.

Basic first-aid training has been given to cover the differing needs of these age
ranges. The frequency and personnel involved are recorded in the Accident
Book.

Specific health needs are rare, with only common ailments, such as asthma,
being prevalent.

However, the school could adapt if disabled, or special health provisions were
required.

Accident Statistics

The Christian School keeps accurate records of medical incidents, however, due
to the relatively small numbers involved, no obvious pattern has emerged.

First-Aid Personnel

The risk assessment for The Christian School is based on:

Low risk potential

Staff, pupils and visitors not exceeding 50 persons
Closely co-located site

Minimal hazardous risks

This indicates that a First-Aider is not required. Nevertheless, one qualified
First-Aider is usually available during the school day. The name of the person
responsible for First-Aid is recorded in the Accident Book.

Contacting First-Aid Personnel

First-Aid information is prominently displayed around the school and all staff
have regular instruction on medical policy. The name of the person responsible
for First-Aid is recorded in the Accident Book.



First-Aid Materials

The Christian School is located in three buildings, therefore:

Three First-Aid containers are available; one in each building.
All conform to HSE regulations, with regard to contents, markings and location.
One additional container is provided for sports, and out of school activities.

A First-Aid room with a sink is located in the main school building, close to a
WC. There is also a quiet area with a bed.



Reporting Accidents & Record Keeping

The Christian school conforms to the following regulations:

Accidents involving employees who suffer major injuries or death, or result in
them being unable to work for more than three days following the accident, are
reported to HSE on form 2508.

Accidents involving pupils or visitors who suffer major injuries or death, or who
attend hospital as a result of an accident at the school, are reported to HSE on
form 2508.

The school keeps a central record of all First-Aid treatment administered, with
the appropriate details entered. The name of the person responsible for First-
Aid is recorded in this Accident Book.

Responsibility for Health and safety and Reporting

Procedures
Employees are expected to carry out a risk assessment of potentially hazardous
activities they are engaged in and present this to the Trustees of the school. It

is the responsibility of the Trustees to obtain these risk assessments and check
their adequacy.

A Form can be obtained from the office.

Link: Risk Assessment Form

Hygiene in the kitchen area and whole school

Equipment in the kitchen includes a dishwasher. Cloths are cleaned and
replaced on a weekly basis and examined on a daily basis. There is a separate
sink for hand washing and paper towels provided for hand drying.

The following cleaning routine is followed.

Electrical safety

The building has been checked for earthing integrity and a visual check made
each year of electrical safety.

A visual and pull check is made each term on each appliance.

Link: Health and safety guidance

Procedures for managing prescription medicines which need to be
taken during the school day

The medicine should be handed to the Secretary and a Parental Consent
Form completed giving the school permission to administer the medicine and
under what circumstances.



Procedures for managing prescription medicines on trips and
outings

The medicine will be kept by the member of staff qualified in First Aid in charge
of the trip and the medicine will be stored in the First Aid Kit bag.

The teacher in charge of the trip must record this on the Trip Risk
Assessment and details added to the school data base which is made available
to the trip organiser..

Roles and responsibility of staff managing administration of
medicines, and supervising the administration of medicines
Only a member of staff qualified in First Aid may administer or supervise the

administration of medicines and then only with the written consent of the
parents.

Non prescription medicines which include may only be administered with the
written consent of the parents and in the circumstances specified by them.

The First Aider is required to record on the Record of Medicines
Administered Form what has been administered. Parents should be informed
on the day that this has been done.

A clear statement on parental responsibilities in respect of their
child’s medical needs

Parents must inform the school of the medical needs of the pupil and any
changes made in the treatment of the child.

Prior written agreement from parents is neededs for any medicines to be given
to a child. Parents must detail the circumstances in which children may take any
non-prescription medicines

Policy on children carrying and taking their medicines themselves

Children are permitted to carry Named Epi pens and Named Asthma Inhalers
with them in a labelled case and the school should be provided with a spare.

Cards naming those with specific allergies that might result in Asthma Attacks
or Anaphylactic fits are kept in the Emergency Detail Box in the office.

Record keeping

All emergency details must be recorded on a card to be kept in the Emergency
Details Box to be kept near the phone

When medicines are administered this must be recorded and the parents
informed and a note made of this on the Record of Medicines Administered
Form.

Safe storage of medicines

Medicines are kept in a locked Medical Box in the office except where specific
permission has been given for children to carry medicines with them.

Medicines which need to be refrigerated need to be brought in suitable thermal
packaging.



Day to Day Running of the School

School hours

KS1 Monday to Friday

8-45am to 12-00pm (3hrs 15mins with 30min assembly, 30min
break)

1-00pm to 3-00pm (2hrs)
KS2 Monday to Friday

8-45am to 12-00pm (3hrs 15mins with 30min assembly, 30min
break)

1-00pm to 3-00pm (2hrs)
KS3/4 Monday to Friday

8-45am to 12-30pm (3hrs 45mins with 25min assembly, 20min
break)

1-00pm to 3-35pm (2hrs 15mins with 20 minute break)
Except Fridays where the school day ends at 3-00pm

Students at KS3 may leave school at 3-00pm and pupils at KS4 may have up to
6hrs study time at home, by prior agreement with the Head Teacher and
Trustees. Home Education is the responsibility of the parents who are
responsible to the LEA for this time.



Premises and Security

Standards

The premises, both indoors and outdoors, must be safe and secure

EYFS and Early Years providers must only release children into the care of
individuals named by the parent.

EYFS and Early Years providers must ensure that children do not leave the
premises unsupervised.

Providers must take steps to prevent intruders entering the premises.

Background

The school is situated on a B Road and open to passing traffic.

The school is a 4 to 16 school and so our approach will include increasing
freedom of pupils to come and go from the school premises.

The school premises is self contained with all rooms being open to the outside.

The school grounds include a public area. The school site is shared with Takeley
Congregational Chapel. The entrance to two houses runs through the school
property.

The gardens used by the school are also used by local plot holders.

Security of the school grounds

All areas where children are able to play are fenced and no through traffic is
allowed to pass through this area while children are playing. If Early Years
children are playing then the play area is supervised by a qualified adult. Adults
are always in close proximity and gates are kept closed.

KS2 pupils and upwards are allowed onto the gardens in groups of three with
teacher permission and at least one of the three is at least in Y5.

KS3 and KS4 pupils are allowed to retrieve balls with teacher permission and
senior pupils are allowed into the graveyard area.

Y11 pupils and pupils who are being home educated are able to leave the
premises after signing out and only with the written consent of their parents.

KS3 and 4 pupils are able to leave the school between morning and afternoon
sessions with the written consent of their parents.

Play equipment is to be checked by the Headteacher at the start of each day.

All pupils in KS1 and 2 must be collected by individuals named by the parents
from their classrooms. With written permission, KS2 pupils are able to leave the
premises at the end of school to make their way home. KS3 and KS4 pupils are
free to leave the school at the end of the school day unless their parents
indicate in writing that this is not to happen.



Missing Child Policy

Children being children they may not always be where they should be. Rarely is
this anything other than the children disappearing before turning up again of
their own accord. However, staff need to establish a procedure to ensure that all
missing children are returned under staff supervision as quickly as possible.

All staff working for the Extended Schools should adopt the following procedure:

The senior member of staff present arranges for all the other children to be
satisfactorily supervised.

e The local area is checked thoroughly, in particular the toilets, cupboards,
and storerooms, along with all other areas capable of hiding a child.
e Enquires are to be made through other adults within the school and the
nearby vicinity.
e If the child cannot be located then the Senior Teacher must be informed.
e The Senior Teacher will then inform:
0 The parents/carers of the child
0 The police and/or any other appropriate emergency service
0 The appropriate OFSTED officer

All staff including the registered person must keep in mind at all times, and act
upon the primary principle laid down in the Children’s Act 1989 —

THE WELFARE OF THE CHILD IS PARAMOUNT
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Adults on the premises during school hours

All adults apart from teachers and administration staff on the premises during
school teaching hours must report to the reception and should be signed in and
identified by a badge. Warning signs indicate this to be the case

All adults must sign out including teachers and those with badges, return their
badges.

All ancillary staff and representatives should be identified by a uniform and
identity card and should not enter teaching areas during school hours without
first signing in.

All adults on the school premises not complying to this policy or who pose a
threat should be challenged, where appropriate, and asked to leave, the police
being informed immediately.

Intruder Policy

If anyone is on the premises and will not follow the visitor procedure they are
an intruder and may or may not be a safety hazard.

The school policy is as follows

1. Approach the individual, politely identify yourself and ask their name and
the purpose of them being on the premises.

2. Escort the person to the main office if they are legitimately on the
premises and follow the visitor procedure.

3. If not, assess whether the person presents a hazard.

4. If they present a hazard, take note of what they have said and where they
are and immediately proceed to the office and phone the police. This must
be done even if the person appears to leave the premises.

5. If there is a risk of danger to individuals, proceed to lock down the school
until the police tell you otherwise.

6. Record the incident on the risk assessment form and obtain an incident
number from the police.

We advise that

You remain calm and polite, not raising your voice.

Never try to disarm a person.

Avoid sudden moves or gestures.

Be observant, so that in the event of the individual leaving, you are able to
identify them.

Your priority is to remove pupils and teachers to safety.

PONE
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Communication

Each parent is issued with the following documents:

o a handbook,
uniform list
equipment list
school rules
lunch box advice.

0 accessing the school newsletter
Each pupils is issued with

0 equipment list

o homework timetable

o homework diary
Each teacher is issued with a handbook.
Each week we send out a newsletter by email to keep parents and staff
informed about what is going on in school. Please subscribe to this on the
website. This is our KEY means of communication and we depend on the
fact that ALL parents will read this. A copy can also be found on the notice
board on the stage.
Each family has a pigeon hole in the rack on the stage. Please look in this
at least once a week to collect any other letters and notes sent out.
Invoices are sent out this way.
There are regular Trustees meetings, open to all.
The pupils and teachers form a school council, which meets half-termly
and produces its own newsletter.
Parents can communicate a concern to particular teachers using the
homework diary. (Please see the "Homework” section at the end of the
Handbook.)
If parents would like to talk through any issues they are invited to get in
touch with Sue (senior school) or Emlyn (junior school) via the school
office (871182).
School will let parents know via the home/school report system or by
phone where there are problems in school. Please see “Sanctions and
Disciplines” for more information about this.

O 0O O0OOo



Homework and Independent Study

Homework is an important part of the partnership between the school and
home. It enables parents to participate in what is being taught at school. Work
done at home consolidates and extends students’ learning. In the early stages
parental involvement is key to initial learning. As the pupils become older,
lessons at school become more a springboard for learning. For the teachers,
work done independently is a preparation for lessons and a way of assessing the
learning that has taken place.

Our goal is to enable pupils to achieve their potential. We have to accept that in
some there will be a resistance to the process or a need to learn the necessary
organisational skills. The level of homework and preparation set is not high.
We do want pupils to have opportunities to pursue out of school activities such
as dance, sport, music and the care of animals as well as engage in the care of
the home and serving the family. The aim is to preserve a balance where
education becomes part of the routine. Homework should be a priority.

Our expectations are that

1. Homework is achievable and relevant.
2. Homework is marked and reviewed in a meaningful way.
3. Parents get involved in teaching basics such as reading, spelling, telling

the time and learning number facts and encourage and participate in as
much of the learning as is practical.

4. Junior and Lower Senior parents check the quality of work: looking at
presentation, underlining, handwriting and thoroughness.
5. There is effective communication between home and teachers.

The system will then be

1. A clear homework timetable will be provided.

2. Homework diaries will be kept with provision for home school
communication.

3. Lower senior parents are asked to check diaries daily and sign them to say
that the work has been completed.

4. Seniors complete homework at home and lower seniors then have it
checked and signed by parents before it is handed in.

5. Concerns are to be written on the piece of work and signed by the
recipient.

5. If senior school homework is not completed or is handed in late then this

will be noted by the relevant teacher on their weekly record sheet. If the
problem persists parents will receive a home/school report and/or the
pupil will be given an after school detention.
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School Uniform should be clean and well presented.

School Uniform is worn throughout the school day and on all school visits unless

an exception is made.

No jewellery, please, except sleepers on pierced ears or a concealed cross on a
chain if this is important and agreed by the parents.

No make-up, hair colour or hair-gel.

Boys

Girls

Infants (R, Y1 and Y2)

Polo Shirt: White

Sweatshirt: round neck, royal blue
Trousers: light grey non stretch
tailored

Shorts: light grey flannel

Socks: dark grey

Shoes: black, brown or dark blue

Summer sandals

Revere Collar Blouses: white
Sweatshirt Cardigans: royal blue
Pinafore: light grey

Socks: white, short or long
Winter Tights: grey or black
Summer dress: light blue square
gingham

Shoes: black, brown or dark blue
Summer sandals

Juniors (Y3,4,5 and 6)

Polo Shirt: White

Sweatshirt: round neck, royal blue
Trousers: light grey non stretch
tailored

Shorts: light grey flannel

Socks: dark grey

Shoes: black, brown or dark blue

Summer sandals

Revere Collar Blouses: white
Sweatshirt Cardigans: royal blue
Pinafore: light grey OR

Skirt: below knee light grey
Socks: white, short or long
Winter Tights: grey or black
Summer dress: light blue square
gingham

Shoes: black, brown or dark blue
Summer sandals

Lower Seniors (Y7, 8 and 9)

In the winter boys may choose
either:

Shirt: white long sleeved
Tie: navy

Blazer: navy

or:

White shirt with navy jumper

In the summer when the weather is
too warm for a jumper they may
choose

Polo or short sleeved shirt: White

All worn with:

Trousers: Dark Grey non stretch
tailored

Socks: Dark Grey

Blouse with revere collar: White
V-neck Jumper or cardigan: Navy
Short Socks: White

Tights or pop socks: Black
Blazer: Navy (optional)

Skirt: below knee length, grey, non
stretch, tailored

Trousers: Grey, non stretch, tailored
Shoes: Black or Brown
Summer sandals




Shoes: Black or Brown
Summer sandals

Upper Seniors (Y10 and 11) (dress code)

Plain, modest and non-designer labelled clothing in neutral colours: grey, blue,
black, beige, white.

Shoes or sandals, not trainers.
Trousers and skirts to be loose fitting, non stretch and tailored.

For further clarification please see the separate sheet on Senior Dress
Code.

UPPER SENIOR DRESS CODE.

1. The overall rule is that pupils should look smart.

This means that trousers should be tailored.

We have said that activity trousers with minimal styling are OK but it is hard to
find activity trousers which do look smart so please be careful with this type of
trouser.

T-shirts which have some tailoring such as collars can be smart but others can
look quite untidy. Please avoid these.

2. Clothing should be plain, in neutral colours and logo free.

So no patterns, stripes, pictures etc on tops. Some piping around sleeves etc is
fine. We turn a blind eye to a single strip of colour (for example) if the overall
effect is smart and tidy.

“Neutral colours” and “plain” also applies to head bands, tights, socks, shoes
etc.

3. Clothing needs to be modest.

Shoulders and legs (to below knee) need to be covered. So no mini skirts or
shorts please. And no strap/ sleeveless tops/ plunging necklines...

4. Clothing needs to be appropriate for school.

Choose proper shoes or fully strapped sandals with sensible sized heels. Plain
simple cuts to skirts and blouses — ie not frills, very wide flared skirts etc.

Ideally pupils will find a few smart but comfortable clothes that they can use
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rather than feel they need an extensive wardrobe. It was great to see some of
last year’s Y10 and Y11 boys choose some smart trousers together with a fairly
“formal” style shirt that they were comfortable in to give an overall tidy and
appropriate outfit.

Please bear these points in mind before you buy anything for school wear. If
you are wondering whether something you are thinking of buying/wearing is
suitable then don’t buy it / wear it — it probably isn’t!!

Thanks for your help with this.

Sue.

P.E Kit: Juniors and Infants.

Sky blue airtex top

Navy blue shorts

Navy blue tracksuit or navy blue jogging bottoms with fleece top.
White sports socks

Trainers

Drawstring sports bag large enough to hold all the kit
Wellington Boots: for gardening and muddy days and walks.

PLEASE MAKE SURE THAT ALL ITEMS ARE NAMED.




P.E Kit:Seniors.

The following items must be ordered through the school:

Tracksuit

Shorts (optional)

PE skirt and knickers (optional)

Please place your order with Maddy in the school office

In addition pupils need:

Sky blue airtex top(we can order this if you would like us to)
White sports socks

Trainers

Football boots

Shin guards

Drawstring sports bag large enough to hold all the kit.

EVERYONE WHO IS SWIMMING IS REQUIRED TO WEAR A SWIMMING HAT




NB All books can be bought from the website

www.tcst.org.uk/shop/bookshop.htm
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LUNCH BOXES

We are keen to promote healthy eating in school.

We hope you will keep to the following guidelines so that we can set a good
standard throughout the school and support those families who are particularly
keen to maintain good habits with their children.

Research points to the fact that eating a well balanced and nutritious lunch (and
breakfast) helps learning and behaviour.

Breaktime Lunchtime: example

One or more of the following: Sandwiches, savoury pastry, soup or
equivalent savoury item

Fruit

Cheese Fruit / salad vegetables

Nuts

Dried fruit Yoghurt

Pudding item such as cake (just one
sweet item please)

The pudding item should NOT be a
sweets or other confectionary.

Lunch should come into school in a NAMED lunch box. Please no plastic bags
as these tend to get left in cloakrooms still containing unfinished items which
then go mouldy.

Thank you for your support in this.

Water is provided. Pupils may wish to bring in a drink of their own but please
make sure the bottle is NAMED. No fizzy drinks please.

There is a microwave oven available at the school and can be used by seniors to
heat up food. Please be aware that they are not supervised and so you need to
be happy that you child can use the microwave safely and understands the need
to heat food right through.

(This system only works while there are relatively few pupils who wish to use
the microwave as there is only one available for use.)

Older pupils (or younger pupils under supervision) are allowed to re-hydrate
foods or soups using boiling water.




Procedures

Sickness

If a child is unwell they may either:

Sit out of the lesson or lie down in the entrance cloakroom where there is a Z-
Bed.

or

Go home, in which case an entry must be made in the Authorised Absence
book.

Fire

All teachers must ensure that they know the whereabouts of fire exits, fire
alarms and fire extinguishers.

Remember, all fire extinguishers are now red. What they contain is written
on them.

Water must not be used on an electrical fire. A CO2 Extinguisher should
be used.

In the event of the fire alarm sounding:

1. Leave the building by the nearest exit. Infants should ( if possible) line up
together and be counted before leaving.

2. Go to the Assembly Point in front of the Chapel.

3. A teacher should take the register with them.



Forms, Files & Books

1. Health & Safety file

This file contains the following:

Accident Book: All injuries must be recorded in this book whether or not they
require any treatment.

If anybody on the premises has an accident which requires them to go to
hospital this must be noted and the head teacher informed.

2. In & Out File

This file contains the following:
Visitors Book: The names of any visitors to the school must be recorded in this
book.

Authorised Absences/ Sickness/ Appointments Book: For recording when
a child leaves the school premises due to sickness or to attend a medical
appointment etc. Time of departure and return must be recorded.

School Trip Check list & Report form : To be completed by organisers of
school trips.

Sick Notes: Should be completed if your child is ill and not attending school.
Completed forms should be handed in to the relevant teacher who then places it
in the back of the register.

Requests to trustees for authorised absences because of family
holidays, etc. These must be made at least two weeks before the event if
possible. It is felt that since there are only 40 weeks of school and because
some of the available weeks for holidays are not at peek times, that holidays
should not be taken during term time.

3. Discipline Forms and Records

The discipline book should be used to record if a teacher issues a punishment to
a pupil, such as extra tasks. If possible a good behaviour contract should be
drawn up and read to the child concerned. Commendations should be recorded,
as should home school reports and ill discipline, on the teacher’s weekly report.

4. Maintenance Book
Should be used to bring attention to any repair work required.

5. Index Card Filing System
Addresses, telephone numbers and medical details for each child are recorded

in the index card system which is located on the office desk. It is the parents’
responsibility to make any necessary alterations to the details recorded.



School Trips

School trips are encouraged.

When organising school activities off site the following procedures should be put
into action.

1.

10.

Ensure that any risk on the part of the school is assessed prior to booking
the excursion.

Complete a risk assessment if necessary.

Obtain a risk assessment from organisations providing supervised
activities.

Ensure that it is clear who is responsible for safety and first aid and that all
helpers are informed who this person is.

Ensure that each helper has undergone Criminal Record Bureau checks or,
if not does not have opportunity to be alone with any pupil. This is
especially important if any trip involves a residential element.

If vehicles are being used they must be insured appropriately for business
use or the carrying of children. This is a simple clause that can be added
to an insurance document and usually does not cost anything.

A consent form is completed. On the issuing of the consent form, parents
are to assume that all the above checks have been made, and the named
persons on the form are in compliance with what has been detailed above.

All consent forms are to be returned before the trip. A register of those
returned should be kept and the school database updated with the
information provided.

These forms should be taken on the trip for reference and should be in the
charge of the trip leader.

At the end of the trip, trip leaders should complete a trip report, detailing
any incidents or times when pupils were at unforeseen risk or for some
reason unsupervised. Details of behaviour should also be noted. An entry
of a less formal nature should also be made in the school Log Book.

Associated documents:

Risk Assessment
Consent form
Trip/Visit Check List and Report Form



Complaints procedure

The following complaints procedure is available to the parents of pupils

¢ Initially any complaint is to be made informally to the Head Teacher or
Lead Trustee who will note the complaint for further reference.

e If parents are not satisfied with the outcome they must then make a
written complaint to the school and a response will be made in writing
after a meeting of the Trustees within two weeks.

¢ If the parents are not satisfied with this response then a panel will be
convened to include the head teacher, a trustee and an external member
not associated with the school and independent of the running of the
school. The Lead Trustee will choose the independent member. Parents
will be able to attend the meeting of this panel. This will be completed
within a further two weeks.

o All details will be kept confidential. Any reports or recommendations made
will be available to the complainant as well as the DCFS, its Inspectors and
the Secretary of State.

The following grievance procedure is available for employees and volunteers

Grievance Procedure

Step 1: You inform the Trustees of your grievance in writing and a written
response will be made within two weeks

Step two: If necessary, the Trustees will arrange a meeting to discuss your grievance. You
have the right to be accompanied by a work colleague or union representative. At the end of
the meeting the Trustee will inform you of the decision and you have the right of appeal.

Step 3: If an appeal is requested, a further meeting is arranged, if possible with different
Trustees. You have the right to be accompanied by a work colleague or union representative.
After the appeal meeting, you will be told the trustees decision.

All details will be kept confidential. Any reports or recommendations made will
be available to the complainant as well as the DfES, its Inspectors and the
Secretary of State.

Complaints Registered

Year Informal In Writing Brought to a
Panel
2005/2006 Two One None
2006/2007 None None None
2007/2008 One None None
2008/2009 One Six One




GCSE Coursework Policy

¢ All Coursework is to be completed by the Easter holidays.

¢ If this is not done then pupils must attend school during the
holidays or be withdrawn from the course.

¢ All amendments or redrafts are to be made before the final date
after which a pupil may be withdrawn from an examination.

e For the week prior to this date the pupil will not be allowed to go
home until the amendments are made.

GCSE Appeals Procedure

Coursework

1. Candidates will be shown their marks when coursework is sent to the
moderator.

2. If any candidate is concerned that their mark is not fair they should let both
the subject teacher and Examinations Officer know at that point. The
Examinations Officer will note the concern.

3. The Examinations Officer will report back the moderators mark and establish
whether an appeal is to be made.

4. The appeal must be in writing within one week of the mark’s report.

5. A review will take place and a copy of the report of the review will be kept at
the school and given to the candidate within one week.

6. The candidate will then invited to a hearing within a further week to include
the head teacher and a trustee.

7. A report of the hearing will be kept in the school, forwarded to the candidate
and AQA will be informed immediately.

8. AQA will be notified of any changes made to the mark.

Examination

Appeals against examination results are submitted by the examinations officer
in consultation with the family and staff concerned.

Development Plan September 2008.

Introduction

The school was founded in 1989 by a local church. The families in the church
understood that they had the responsibility for making sure that their children
were educated in the wisdom of God, true to the light of God within each child,
so that each child might come to know Jesus as their saviour. The church
believed that God was leading them to start a school.

Today the school is part of a community of faith where the parents are
members of many churches. Some parents do not attend church and some are
not Christians.

Our inspiration at the school is the reality that each person is loved by God and



that, in Jesus, their aspirations and hopes are fulfilled. In Christ all things hold
together.

The purpose of the school is to present Christ to the children and to lead them
into the heritage of the people of God so that they might become wise followers
of Jesus.

The mission of the school is:

1.

2.

3.

To create a community of faith, hope and love where children are able to
learn;

To develop a Christ centred curriculum for the children at the school and
communicate this for the benefit of all children, families and teachers;
To be an inspiration in education through what we say and do.

Ongoing developments at the School.

Curriculum

Staff

Re-envisioning of the school especially as regards our purpose and what is
meant by a Christ centred curriculum. This will start with the teaching staff
and be presented at the AGM in November and will include the updating of
the Handbook with a new “Curriculum Purpose” section to explain the
nature of Christ centred education within our school.

To secure objectivised learning where appropriate in the teaching at the
school. This has already been introduced in staff training meetings and will
be revisited in the weekly staff meetings.

To develop assessment for learning as a tool for teaching and to ensure
that this is part of our record keeping systems.

To develop data capture to monitor and inform the progress of the pupils.
To continue the work of developing the curriculum in regard to aspects of
PSHE and citizenship and to introduce finance education as planned and
developed with pfeg (personal finance education group) during the
summer term of 2008.

To introduce recent national curriculum changes and ensure differentiation
for every child with opportunities for individualised learning.

To introduce aspects of pupil self appraisal and SMART goal setting into
the termly reporting system.

Implement staff training in the areas mentioned above

Have short weekly staff meetings

Develop staff mentoring

Develop plans for continuity by appointing a deputy head and have at least
two teachers for each curriculum area. Review our staff appraisal system
in the light of examples given at the CST Appointed and Anointed course in
August 2008.

Facilities

Develop one further small tutorial room in the stable block

Continue to plan for improvements on the general environment, for
example to improve heating, ventilation and sound proofing

To review and develop the school buildings with regard to access

To site a demountable classroom for the teaching of KS1 pupils and utilise
the back of the chapel as an additional senior classroom



School self appraisal

To continue the work begun last year in on-going school self-appraisal.
This will include sending out the annual pupil and parent questionnaire
again this year as well as introducing the “new parents” questionnaire in
October.

To obtain data from new parents so that we might improve the way we
integrate new families and learn how they perceive us in relation to other
schools

Wider community

To make our documentation available on our website

To participate in local and national initiatives on social action through the
tutorial system

To be proactive in establishing relationships with Christian schools in our
region through sport and music

To initiate contact with local teachers through local churches to share our
experiences at the school and learn from them about initiatives in the
wider educational world.



